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Sustainability Check List


	
	Check your adult to child ratios (are you overstaffing?)


	
	Check that you are paying the correct holiday pay (pro rata)


	
	When was the last time you increased your fees?


	
	Do you invoice termly/half termly in advance?


	
	Do you have a non-payment of fees policy?


	
	Have you reviewed your Fees policy?

	
	Do you chase up bad debtors?


	
	Are you budgeting and forecasting? (involve your day to day manager in this)

	
	Do you have a clear idea of when costs may rise throughout the year?


	
	Is overtime /extra hours/bank staff authorised, budgeted, and sanctioned by the committee?


	
	Can you spread any larger outgoing costs across a 12 month period i.e. monthly direct debit?


	
	Have you established what your break even figure is?


	
	Are you covering your breakeven cost? If not, have you considered how this might be achieved?



	
	Does everyone have a clear view of group finances including your manager?


	
	If committee led, does your treasurer bring an up to date financial statement to every meeting? Are financial decisions made at committee meetings?


	
	Do you set strict budgets for resources/extra staff hours/staff training and monitor them?


	
	Can you negotiate a reduction in rent with you landlord for a couple of months until sustainability picks up?


	
	Organise a fund raising calendar, look back at last year and pick the best events, advertise and encourage parental support early, consider vitual ways to fund raise (quiz)


	
	Check what local grants are available to not for profit settings (register 
as a charity if you have not already done so)



	
	If you are a registered charity check that you are not paying full business rates, you should be paying no more than 20% of normal business rates on buildings which you occupy



	
	Registered charities also get special VAT treatment in some circumstances



	
	Are you claiming your milk refund? Each child is entitled to a third of a pint free a day



	
	Ask parents for donations towards resources 


	
	Are you paying unnecessarily for snack costs? Consider asking families to provide their child’s own snack or to donate snack items



	
	Understand which staff members can be eligible for CJRS



	
	Review the setting cashflow forecast and consider how the government funded schemes can support immediate cashflow and longer-term sustainability.


	
	Establish sustainability of business prior to COVID 19 and how this has impacted the business 



	
	If you have vacancies you need to market your setting, hold open days, send out flyers, organise some press coverage, social media


	
	Do you target fundraising activities to coincide with the months when income in low?



	
	Do you have 3 months running costs in a reserve fund? 



	
	What is your Unique Selling Point (USP)? Do you make good use of this when advertising and marketing your setting?



	
	Do you know who your competitors are? (research what they offer, how much they charge etc.)



	
	Have you reviewed the settings marketing strategies?

	
	Do you know what your customers want? 

(For example do you send out an annual feedback form for parents to complete, how will you use this feedback to enhance and improve the service you offer and build parental confidence)

	
	Maintain regular contact with September new starters and families who will be staying on for a further year.

Consider how you will do this – Virtual show rounds…


	
	Do you know your birth data?



	
	Have you calculated your occupancy (do you know how many hours/sessions you need to occupy to breakeven)?


	
	Do you forecast what next term will look like?



	
	Do you know your actual costs?



	
	Do you know you setting staff- turnover ratio?



	
	Have you accessed the Suffolk Childcare Assessment Survey?


	
	Create a marketing plan to engage with potential new clients to increase occupancy- track and measure what works



	
	Have you accessed your neighbourhood plan ?


	
	Is your Website up to date ?

	
	Have you reviewed the settings Business Plan?

	
	Have you reviewed the settings delivery model to make the best use of places?
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