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Business Plan Guidance 

1. Executive Summary
This should be the last part of the business plan that is written, as it is, the “summary” of the business plan and should be no more than a page long. 

You should include;
· A brief summary of the organisation (when established, who you are, what you do, how successful you are and what your position in the market is) 

· What the plan is about “this proposal will……..” (keep this section brief) What you are planning to do, how this has come about, where the ideas have come from and a brief description of what you will supply.

· A brief summary of the rest of the bid including; quality and healthy eating, inclusion, staffing and the premises (if there are going to be any changes) 

Write a sentence each on the following: sustainability, inclusion, quality, marketing and staffing.

THE EXECTUTIVE SUMMARY WILL SELL THE PROJECT

2. Mission Statement

A mission statement is a brief statement of the purpose of an organisation. Organisations sometimes use their mission statement as an advertising slogan, but the intention of a mission statement is to keep members and users aware of the organisation's purpose.

 

3. Aims and Objectives (short term, long term)

· Don’t leave hanging statements.  Say “when” “how” “how much” “why”.

· If it appears that there is no need for a particular service at the moment, then mention that it will be reviewed. – e.g. Lunch club or Breakfast Club

· Document that there will be continual research into the need for and the development of plans for future development.

4. Project Description
· In this section talk about the background of your group, setting, partnership etc.  Who you are, what childcare experience does you or your group have, your position in the market.

· Always say how this provision has arisen. 

· Quote – times, numbers of places, age groups, when you are planning to open (not specific premises info) 

· Say what the area is like i.e. economy, demographic

5. Premises

· Make sure you have included the basic terms of the lease/licence.  

· How long the lease is for.

· The rent/ rates etc.

· Regarding refurbishment – include a brief description of the necessary work, how much it will cost, how long it is likely to take, brief description 
· What is the impact of a new building and/or service and how does this fit in with the community?
· Ofsted Welfare Requirements.

6. Legal Issues

Things that may be included in this section are:

· Ofsted registration – Welfare requirements
· Membership of PLA

· DBS checks

· Registered Charity

· Fire certificates

· Health and Safety details

· Planning permission

· Biodiversity checks

· Insurance – public liability
· Any affiliations

7. Market Research and Statistics 

Information can be obtained from Early Years Team
Research

· Market research into the demand from both parents and children

· What alternative childcare is there in the vicinity and what the impact will be on the existing providers 

· Use specific numbers when talking about questionnaires

· Consultation around the type of service needed – mention the results of consultation around activities and fees

· Do not use leading questions within consultation

· The analysis must show that there is enough demand to start the provision and also to indicate that the demand will be ongoing. It should look at the other provisions in the area and demonstrate that the new provision will not take away business from existing ones. This includes childminders.

· Should demonstrate a commitment to continuous research

· SWOT Analysis

Marketing

· Think about good signage, school newsletters/website, and new intake evenings at schools, parish newsletters, Suffolk Families Information Service.

· Consider investing some money into having some flyers, postcards, business cards or prospectuses professionally printed.

· Staff uniforms – polo shirts or sweatshirts – promotes continuous advertising

· Mention any customer surveys that have been carried out or you will carry out and document the outcomes and how they will be addressed if relevant.

· Include testimonials

· How will you monitor the effectiveness of their marketing?
8. Marketing Plan

· Create a simple marketing plan demonstrating what you plan to do, who will be responsible for each task, when will it be done by and any costs.  Your Business Support Officer will have template marketing plan which you can use.

9. Tackling disadvantage
· Include statistics on the area if known. Demographic. 

· Promotion of funding benefits and entitlements.

· Early Years Pupil Premium (EYPP) Free funding entitlement (2,3 and 4 years)
· In rural areas think about ways around transport issues.

· Flexible payment plans/individual payment plans to assist low income families

·  Useful websites include Neighbourhoodstatistics.com  www.suffolkobsevatory.info 
10. Community Networking

· Working with/links with local schools

· Partnership working with, health visitors, parish councils and links with local childminders.

· Local businesses
· Mother and Toddler Groups

· Children’s Centres

· Being prominent at local events
11. Project Funding
· Always include the fees charged to the parents/carers

· Any grants or loans from elsewhere (if applicable)
· Fundraising

· Budgeting - Action plan showing where any additional funding has been or will be sought 

12. Sustainability – (remaining sustainable)
Remember to include:

· The reviewing of fees – remember National Minimum Wage increases each year - https://www.gov.uk/national-minimum-wage
· Customer surveys – to ensure you are delivering the service that your customer and potential customers need – not what you think they need - SWOT analysis

· Controlling finance – monthly treasurer’s report

· Evaluation of the service

· Marketing – is it effective?

· How to monitor finance and performance – budgetary control

· What are your competitors doing – can you learn from them?

· Risks – have you considered what can go wrong and how you will cope with unforeseen events – e.g. fewer children than expected, a recruitment crisis, premises problems, and changes in the law.

· Look at trends in the market that will have an impact on your service – i.e. Cost of living, increasing training costs, new housing.

13. Charges to Parents

Ensure the figures shown in the business plan are the same as the cash flow.

· List Charges

· How have you arrived at the figures?

· Are they based on other providers in the area?

· Are the fees based on consultation with parents/carers?

· Is it based on the breakeven point?

· How are the bookings made?

· Will you ensure payment in advance?

· When does the money come in?

· Do you have a system in pace to ensure that it doesn’t leave you in a deficit?

· Registration fee/deposit

· Do you have a late pick up charge, do you still charge for non-attendance?

· Put in a sentence about how bookings are taken, when invoiced and if payment is received in advance.

14. Business structure and organisation and Personal Profile

Business structure:

· Show the structure of the organisation

· A Sole trader/partnership should write a paragraph about their personal profile

· Committees should detail all trustees.

15. Staffing Information 

· Name each of the members of staff and talk briefly about their training, qualifications and experience

· Any reference to training and development must be pertinent to the area of the provision that the staff are delivering.
· Mention any student/volunteer involvement – which you have had, when and how long.
· Mention a training action plan, which will demonstrate that the group has thought about what training any new or existing members of staff may need to expand or create new services.  A copy of your staff training plan can be obtained from the workforce development team...
16. Staffing Systems

· Essential that staff training, development and appraisals are mentioned fully within the Business Plan.  

· What is the procedure for appraisals – are these annually, who appraises the leader and who appraises the staff?

· How often are 1:1s carried out

17. Quality 

Make sure this section demonstrates how the quality of your setting meets the Statutory Framework for Early Years. Mention Training, ECAT, ITERS, ECERS and any Quality assurance schemes, Policies – previous Ofsted Grades.
· What does a ‘quality’ setting look like? Talk about the learning and development requirements of your setting.
Please mention:

· Food – healthy eating and nutrition, Food Hygiene training, catering for special and cultural diets

· Equipment, resources, environment
· If moving from Early Education into Out of School Care, there should be a clear demonstration of how you expect the new service to function.  This should be in terms of showing you have thoroughly thought about the activities and equipment appropriate for older children, expanding on your Food and Drink policy to make sure it covers any changes Out of school care may have on it and that they understand the necessity of new/relevant qualifications for the new service i.e. Play-work training.
· The quality of your staff.
Please also refer to the Statutory Framework for the Early Years Foundation Stage Welfare Requirements section –pages 19-21.  Talk about how the quality at your setting helps to meet these requirements

· Safeguarding, policies and procedures.
· Suitable people, DBS, Training and qualifications.
· Suitable premises, Welfare requirements.
· Environment and Equipment, Welfare requirements.
· Organisation – e.g. Charities commission or Companies House.
· Documentation, Insurance, Health and Safety legislation, Policies.
18. Equality and Diversity

Refer to your Equality and Diversity Policy– think about the service being delivered within the application of the policy - expand on your policy and show in more detail.

NB

If research proves no demand for an area of childcare, then it must be regularly reviewed (every 6 months).

It is very important that small rural school/groups are consistent with their marketing to maintain the level of children required to deliver a service.
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