
 

 

 
 

Regulatory Services 
Open for Business – Start-Up Pack  

 

Introduction 
 
Welcome to Babergh and Mid Suffolk: by developing your business in our districts 
you are joining a thriving business community that spans all sectors, from industrial 
to agricultural to arts, and which serves local, national and international markets. 
Whatever your business specialises in, whether you’re providing clothes, cars or 
coffee, you’ve found a warm and welcoming environment in which you can grow. 
 
Babergh and Mid Suffolk District Councils recognise that economic growth is 
dependent on a thriving and successful business sector and are committed to 
helping and supporting businesses in the two districts to flourish. 
 
Regulatory Services help you ensure that your operations and products are meeting 
national and international standards, making sure that you are in a position to 
understand what is required to ensure your customers can do business with you with 
confidence. 
 
The two councils and their regulatory partners benefit from a breadth of professional 
expertise. Thanks to this expertise we have been able to produce this guide to both 
assist you with ensuring your business is compliant with the law and demonstrate 
our commitment in practice. 
 

Compliance and Business Growth: 
 
Compliance with regulations helps business growth because: 
 

 Uncontrolled risks and expensive corrective costs are avoided. 

 Your business is better protected and its reputation can be enhanced. 

 Regulatory authorities can target their limited resources on businesses that do 
not follow the rules, creating a level commercial playing field and promoting 
fair and safe business. 

 
Getting compliance right first time aids success for your business, provides 
protection for your customers and enhances Mid Suffolk and Babergh’s reputation as 
a good place to do business. 
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1. Babergh and Mid Suffolk’s Open for Business project 
 

The advice in this pack has been written as a product of the councils’ ‘Open for 
Business’ project which in turn is a statement in practice of their commitment to the 
strategic priority to support local business to thrive and grow. The overarching aim of 
the strategic priority is to encourage business growth in the districts and one of the 
ways we think this can be done is by making business regulations easier to access 
and understand. 
 

We endeavour to provide no wrong door to regulatory services whenever possible, 
free advice on complying with the law for businesses within Babergh and Mid 
Suffolk. 
 

The number to call is: 01473 826622 
 

Alternatively you can email your queries to: 
 

customer.service@baberghmidsuffolk.gov.uk 
 

When we receive your call or email the receiving team will take responsibility for your 
enquiry. We will make contact with the regulatory services that are appropriate to 
your business. The regulatory services will contact you by phone or email, whichever 
you prefer, to provide you with the advice, guidance and resources you need to 
ensure that your business is supported and compliant. We aim to contact you within 
two working days of your enquiry. Remember, the Regulatory Services are there to 
advise and inform. As qualified professionals in their respective fields their expertise 
is a resource at your disposal. Remember to use the regulatory services to support 
the growth of your business. 
 

mailto:customer.service@baberghmidsuffolk.gov.uk
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2. Who Should I Speak To? 
 
Premises 

 If you are looking for a new premises, looking to expand or alter your existing 
premises or thinking about using your premises for more and different 
activities you may need to consider planning regulations and building 
regulations. Your local planning authority also controls the display of external 
advertisements. 

 Fire safety legislation applies to all commercial premises and other buildings 
to which the public have access. Fire regulations require that you manage fire 
risk by undertaking a fire risk assessment. 

 
Product 

 All businesses will need to be aware of trading and consumer protection law. 
Trading Standards teams provide a broad range of advice from weights and 
measures to packaging description and labelling and more specialist areas for 
example consumer credit and distance and doorstep selling. 

 All businesses will need to get to grips with business registration, record 
keeping, tax returns and VAT. 
HMRC can also provide advice on employment issues such as PAYE, NI, 
expenses and benefits, parental leave and sick pay. 

 Licences may be required for a range of business activities. Premises, 
vehicles, operators and individuals may need licensing depending on the 
nature of the business. Local authority licensing teams regulate the sale or 
supply of alcohol, regulated entertainment and late night refreshment, 
casinos, betting shops and other gaming premises, gaming machines, and 
taxis. A broader range of activities such as street cafés and street trading skin 
piercing and animal licenses are also regulated by local authorities. Check 
with us if you are unsure whether what you want to do needs a licence. 

 
Running your business 

 If your business idea relates to the supply, storage, production or sale of food 
or drink you will need to register your business with your local authority food 
safety team. This is the case even if you are preparing food from home, as a 
one-off or for free distribution. It applies also to mobile businesses and 
vending machines. 

 If you are employing people, or if your premises are open to the public, you 
will have to comply with health and safety law. Whatever the size of your 
business, it’s your responsibility to make sure that anyone who comes to your 
workplace stays safe 

 If you are producing any waste you will need to ensure that adequate 
arrangements for managing the waste are in place. If your business 
discharges waste to adjacent land or water or into the air, you will need to 
ensure that the environment is protected from pollution. Permits or licenses 
may be necessary. You will also need to make sure that you do not have a 
detrimental impact on the amenity of your neighbours. You should ensure that 
your business does not suffer from pests and that any nuisances such as 
noise, smoke, light and odour are controlled. 
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 If you have, or are considering taking on, any employees it is highly advisable 
that you have the necessary policies and procedures in place from the start. 
ACAS are recognised as the primary source of best practice and impartial 
advice on employment issues. The ACAS service ranges from advice on 
contracts to payment structures and from redundancy procedures to anti-
discrimination policies. 

 Any incident, large or small, natural, accidental or deliberate, can cause major 
disruption to your organisation. If you are not prepared, your organisation 
might suffer loss of income, of customers, of reputation, legal and regulatory 
penalties or even a complete failure of the business. It is advisable to plan for 
Business Continuity. 

 There are other issues that businesses often ask about. The three most 
common ‘other’ areas are protecting intellectual property (copyright, 
trademarks, patents and designs) the payment of business rates, and 
business planning and access to finance. 

 
Your Local Authority 
Whether your business is in Mid Suffolk or Babergh district, we provide an integrated 
service across both. We also work closely with Suffolk County Council and other 
partner agencies and can signpost you to the correct service there or to the national 
regulators when appropriate. The Councils can also assist with the non-regulatory 
aspects of starting and developing your business. The Economic Development Team 
can help with looking for premises and signpost to financial assistance including 
grants. 
 

Part A 
Planning Regulations 
 
The planning system controls all forms of development and change of use. If you are 
considering the following you will need to ensure that what you intend to do is within 
the rules. 

 relocating to new premises, 

 expanding or altering your existing premises, 

 using your premises for more and/or different activities, 

 displaying adverts. 
 

You may need to apply for planning permission. 
 
What to do: 
Before you do anything you should contact the planning service at Mid Suffolk and 
Babergh. It is recommended to get planning advice before you submit a planning 
application. Good pre-application advice can help identify any problems with the 
scheme before plans are submitted, can give an indication of the likely outcome of a 
planning application and can help ensure all the documents you need are included in 
your application. It is wise to plan what you wish to discuss with the local authority 
before you contact them. Take some time to explore the Planning Portal and our 
webpages. Useful links to both the planning service at Mid Suffolk and Babergh and 
where you can get generic advice on planning are given below. 
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We will always try to help you with any planning problems. Some issues you might 
want to consider are listed below: 

 A planning application might not be necessary. You can make some changes 
without needing to apply for planning permission. 

 Remember planning permission may be needed even if you are only thinking 
of a temporary use or considering working from home. 

 Remember that planning controls do not only apply to buildings. They also 
cover other physical alterations including changes to vehicular access and 
parking areas, installations of ventilation flues and works to trees. Planning 
permission may also be required for change of use.   

 Find out whether any existing planning permissions have conditions attached 
that restrict or control activities. These might include restrictions on hours of 
use, times for delivers, what can be sold and even where things can be 
stored. 

 Remember that the display of adverts is also controlled by your local planning 
authority. You may not need to submit an application for some 
advertisements. It is best to check if the proposed advert or changes to any 
existing advert does require planning permission. The link to a guide below, 
from central government may also be of use.   

 There is a right of appeal against refusal of planning applications and non-
determination of planning applications. 
 

LINKS 
 

Generic Planning Advice: 
 

Planning Portal: http://www.planningportal.gov.uk/permission/ 
Gov.UK: https://www.gov.uk/planning-permission-england-wales 
 
Outdoor advertisements and signs, a guide for advertisers: 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/11499/
326679.pdf 
 
Mid Suffolk District Council: 
 

http://www.midsuffolk.gov.uk/planning-and-building/planning/ 
Planning, Mid Suffolk District Council, 131, High Street, Needham Market, IP6 8DL 

Email:planningadmin@midsuffolk.gov.uk 
Telephone: 01449 724612 
 
For Mid Suffolk’s duty officer service, see our website 
 

http://www.midsuffolk.gov.uk/planning-and-building/planning/pre-application-
advice/duty-officer/ 
 
Babergh District Council: 
 

http://www.babergh.gov.uk/planning-and-building/planning/ 
Planning Department, Babergh District Council, Corks Lane, Hadleigh, Ipswich, IP7 6SJ 

Email: planning.control@babergh.gov.uk 
Telephone: 01473 825858 
 

http://www.planningportal.gov.uk/permission/
https://www.gov.uk/planning-permission-england-wales
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/11499/326679.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/11499/326679.pdf
http://www.midsuffolk.gov.uk/planning-and-building/planning/
mailto:planningadmin@midsuffolk.gov.uk
http://www.midsuffolk.gov.uk/planning-and-building/planning/pre-application-advice/duty-officer/
http://www.midsuffolk.gov.uk/planning-and-building/planning/pre-application-advice/duty-officer/
http://www.babergh.gov.uk/planning-and-building/planning/
mailto:planning.control@babergh.gov.uk
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For Babergh’s duty officer service, see our website:  
 

http://www.babergh.gov.uk/planning-and-building/planning/pre-application-
advice/duty-officer-service/  
 
Appeals: 
 

Planning Inspectorate: http://www.planningportal.gov.uk/planning/appeals/online/ 
The Planning Inspectorate, Room 3/13, Temple Quay House, 2 The Square, Temple 
Quay, Bristol, BS1 6PN Phone: (0117) 3726372: Email: enquiries@pins.gsi.gov.uk 
 

Part B 
Building Regulations 
 
Buildings Regulations approval is not the same thing as planning permission and in 
many cases you will need both. Compliance with Building Regulations is enforced by 
us. We ensure the health and safety of building work and fire safety; regulate access 
and ease of use of buildings and the energy conservation of buildings. Any new 
buildings, extensions or alterations to existing buildings, or the provision of new 
services or fittings within buildings are subject to building regulations. It is also 
important to bear in mind that some changes of use of premises may mean that the 
premises may need to comply with additional building regulations. 
 
Most building work will require approval by the local authority building control (LABC) 
or by an approved inspector. 
 
Important things you will need to consider: 
 

 Unless you have a reasonable working knowledge of building construction it is 
advisable that you obtain the appropriate professional advice before starting 
on your project. Make sure you choose your builder or tradesperson carefully 
and make sure they are registered with an appropriate professional body. 
 

 The responsibility for ensuring that building works comply with the appropriate 
building regulations rests with those having the work carried out i.e. you. If 
you choose to delegate this responsibility it is advisable that you make sure 
this is understood by the builders or tradespersons that you choose to carry 
out the work. 
 

 The requirements for compliance with building regulations are set out in the 
14 parts of Schedule 1 of the Building Regulations 2010. Inspections are 
carried out with reference to this schedule. However practical advice on how 
to meet these requirements is given in the Approved Documents. 
 

 Before you start your project, check the status of your building work in relation 
to neighbouring properties. Make sure that your understanding of the 
boundary lines between the properties is accurate and check whether there 
are any covenants in place that might restrict the proposed work that you can 
out. You should also check whether your project is subject to the Party Wall 
Act 1996. 

http://www.babergh.gov.uk/planning-and-building/planning/pre-application-advice/duty-officer-service/
http://www.babergh.gov.uk/planning-and-building/planning/pre-application-advice/duty-officer-service/
http://www.planningportal.gov.uk/planning/appeals/online/
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 If your building work will be close to or over the top of drains you will need to 
consider what protective action may be needed to protect the drains from the 
building work and that the sewerage undertaker will need to be consulted by 
the person carrying out the work. The building control service may also need 
to consult the sewerage undertaker for any recommendations on actions that 
could be taken, and you may have to enter into a ‘Build Over’ Agreement with 
Anglian Water. 

 

 Though most building work is subject to Building Regulations, some 
temporary buildings are exempt. This is provided that they remain on site for 
no longer than 28 days. 
 

 Make sure that the persons carrying out the work have taken on the 
responsibility for liaising with the local authority building control LABC or your 
chosen inspector. It is suggested that you or your agent contact Building 
Control early on to discuss your project. 
 

 Building Regulations are distinct regulations. However they tie in closely with 
many other regulatory services, for example, town planning, fire safety, health 
and safety and statutory nuisance. Remember that your building works project 
will likely need to address these other regulatory requirements as well as 
complying with Building Regulations. 

 
What to do: 
 
Make sure that you secure a competent registered builder or tradesperson and that 
their responsibilities are established. 
 
Bear in mind that the Local Authority have a number of surveyors in the area, 
have extensive local knowledge, can often do same day inspections and will 
liaise with other regulators and authority sections. 
 
Make sure you keep up to date with how your application is progressing through to 
the inspection stage and receipt of completion certificate (LABC) or final certificate 
(approved inspector). 
 
Mid Suffolk and Babergh ‘Open for Business’ can provide advice on which other 
regulations are likely to impact on your project and can act as a single point of 
contact for other relevant regulatory authorities. 
 
LINKS 
 
Generic Advice: 
 

Planning Portal: http://www.planningportal.gov.uk/buildingregulations/ 
Gov.UK: https://www.gov.uk/government/policies/providing-effective-building-
regulations-so-that-new-and-altered-buildings-are-safe-accessible-and-efficient 
 
 
 

http://www.planningportal.gov.uk/buildingregulations/
https://www.gov.uk/government/policies/providing-effective-building-regulations-so-that-new-and-altered-buildings-are-safe-accessible-and-efficient
https://www.gov.uk/government/policies/providing-effective-building-regulations-so-that-new-and-altered-buildings-are-safe-accessible-and-efficient
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Party Wall Act: 
http://www.planningportal.gov.uk/buildingregulations/buildingpolicyandlegislation/curr
entlegislation/partywallact 
 
Local Authority Building Control: 
 

Mid Suffolk District Council: 
http://www.midsuffolk.gov.uk/planning-and-building/building-control/ 
Building Control, Mid Suffolk District Council, 131 High Street, Needham Market,  
Ipswich, IP6 8DL 

Email: buildingcontrol@midsuffolk.gov.uk 
Telephone: 01449 724512 
 
Babergh District Council: 
http://www.babergh.gov.uk/planning-and-building/building-control/ 
Building Control, Babergh District Council, Corks Lane, Hadleigh, Ipswich, IP7 6SJ 

Email: building.control@babergh.gov.uk 
Telephone: 01473 825749 
 
Home and Build (Trade Professionals Database: http://homeandbuild.co.uk/ 
 

Approved Documents: 
Planning Portal: 
http://www.planningportal.gov.uk/buildingregulations/approveddocuments/ 
 
Determination and Appeals: 
DCLG: 
http://www.communities.gov.uk/planningandbuilding/buildingregulations/determinatio
nsandappeals/ 
 
Green Suffolk Business Service, Energy efficiency including grants and funding: 
http://www.greensuffolk.org/at-work/ 
 

Part C 
Fire Safety 
 
The Regulatory Reform (Fire Safety) Order 2005 covers virtually every type of 
building, structure and open space with the exception of private homes and 
individual flats in a block or house. 
 
Responsibility for fire safety lays with employers, self-employed with premises, those 
responsible for buildings with public access and any contractor who exercises a 
degree of control over any premises. 
 
These responsible persons have a legal duty to ensure the safety of those using 
their premises or in the immediate vicinity that may be at risk should a fire occur. 
In order to meet the legal requirements, mitigate the effect of a fire and safeguard 
those affected it is necessary to carry out a fire risk assessment. 
 
 

http://www.planningportal.gov.uk/buildingregulations/buildingpolicyandlegislation/currentlegislation/partywallact
http://www.planningportal.gov.uk/buildingregulations/buildingpolicyandlegislation/currentlegislation/partywallact
http://www.midsuffolk.gov.uk/planning-and-building/building-control/
mailto:buildingcontrol@midsuffolk.gov.uk
http://www.babergh.gov.uk/planning-and-building/building-control/
mailto:building.control@babergh.gov.uk
http://homeandbuild.co.uk/
http://www.planningportal.gov.uk/buildingregulations/approveddocuments/
http://www.communities.gov.uk/planningandbuilding/buildingregulations/determinationsandappeals/
http://www.communities.gov.uk/planningandbuilding/buildingregulations/determinationsandappeals/
http://www.greensuffolk.org/at-work/
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Guidance explaining how to conduct a fire risk assessment is available from the 
Gov.UK website and can be downloaded free of charge. 
 
https://www.gov.uk/government/collections/fire-safety-law-and-guidance-documents-
for-business 
 
Fire risk assessment for small to medium sized premises would not normally be 
expected to be complex. The following gives some tips on areas for consideration: 
 
Read through the guidance available before completing your fire risk assessment. “A 
short guide to making your premises safe from fire” covers all the relevant steps to 
achieve this for most types of smaller premises and is freely available via the above 
link. 
 
It is useful to consult your insurers who may require enhanced fire safety provision or 
in some cases may offer discounts in lieu of existing provision. 
 
Aim to satisfy the basic levels of fire safety compliance, rather than aiming for a “gold 
standard” level of compliance. 
 
Consider business continuity when completing your fire risk assessment. It is an 
unfortunate fact that 80% of premises suffering a serious fire never fully recover. 
Your premises may on occasion, require a fire safety inspection. This will be 
organised by the Fire & Rescue Service and will always be arranged well in advance 
of a visit. The inspection will give a good opportunity to seek confirmation and advice 
regarding all aspects of fire safety compliance. 
 
If you require any further information or advice you should visit the Suffolk Fire and 
Rescue Service web pages http://www.suffolk.gov.uk/emergency-and-safety/fire-
and-rescue-service/ where you can access business fire safety information. 
Alternatively for specific fire safety advice you can contact fire safety business 
support at fire.businesssupport@suffolk.gov.uk or speak to a fire safety risk advisor 
on telephone number 01473 260588. 
 
LINKS 
 
Suffolk Fire and Rescue Service: 
Phone: 01473 260588 
In case of emergency call 999 
Email: fire.businesssupport@suffolk.gov.uk 
 
Suffolk Fire and Rescue Service Web Pages: 
http://www.suffolk.gov.uk/emergency-and-safety/fire-and-rescue-service/ 
 
The Regulatory Reform (Fire Safety) Order 2005: 
http://www.legislation.gov.uk/uksi/2005/1541/contents/made 
 
Fire Safety Guidance for Businesses: 
https://www.gov.uk/government/collections/fire-safety-law-and-guidance-documents-
for-business 

https://www.gov.uk/government/collections/fire-safety-law-and-guidance-documents-for-business
https://www.gov.uk/government/collections/fire-safety-law-and-guidance-documents-for-business
http://www.suffolk.gov.uk/emergency-and-safety/fire-and-rescue-service/
http://www.suffolk.gov.uk/emergency-and-safety/fire-and-rescue-service/
mailto:fire.businesssupport@suffolk.gov.uk
mailto:fire.businesssupport@suffolk.gov.uk
http://www.suffolk.gov.uk/emergency-and-safety/fire-and-rescue-service/
http://www.legislation.gov.uk/uksi/2005/1541/contents/made
https://www.gov.uk/government/collections/fire-safety-law-and-guidance-documents-for-business
https://www.gov.uk/government/collections/fire-safety-law-and-guidance-documents-for-business


 

Page 10 of 38 
  

 
Fire Safety in the Workplace (Gov.UK): 
https://www.gov.uk/workplace-fire-safety-your-responsibilities 
 
HSE Guide on Work Process Fire Safety: 
http://www.hse.gov.uk/fireandexplosion/workplace.htm 
 

Part D 
Trading Standards 
 
The Trading Standards Service is primarily a consumer protection and fair trading 
enforcement service. It deals with a wide range of criminal and civil laws and has a 
range of criminal and civil sanctions it can apply. Universally, however, the culture in 
Trading Standards is one of advice and assistance to businesses to bring about 
compliance, with risk-assessment and intelligence used to target enforcement 
resources where they are most needed, and random interactions with businesses 
occurring only when really necessary for public protection and safety. Trading 
Standards in the County of Suffolk are regulated by Suffolk County Council. 
 
All businesses will need to ensure that they are compliant with Trading Standards 
legislation. 
 
Important things you will need to consider: 
 

 The law gives consumers extra protection in Business – Consumer contracts, 
as compared to Business – Business contracts, to address the built-in 
imbalance in the parties’ rights and obligations which would exist otherwise. 
 

 Consequently all the terms in a standard consumer contract must meet a level 
of fairness laid down in law. Consumers also have statutory rights which 
cannot be excluded. If a contract does not meet these standards it will be 
impossible to enforce against the consumer. 
 

 The law provides protection when consumers are in vulnerable positions, 
such as when cold-called in their homes. A right enshrined in law to cancel 
contracts in such situations must be respected, and the right must be brought 
to the attention of the consumer in a manner set out in law. 
 

 Generally (but not universally) Trading Standards and their Citizens Advice 
partners will advise consumers about how to assert their rights in civil law and 
achieve redress, but will not intervene directly. They are more likely to 
intervene when a consumer is especially vulnerable. However, they will 
intervene and investigate when there are allegations that criminal laws have 
been broken. 
 

 Trading Standards enforces the law around weights and measures, an 
ancient but much-updated responsibility which ensures that customers, 
including fellow businesses, get the goods they have paid for. All weighing 
and measuring equipment used for trade must be designed for that trade and 
tested to establish its accuracy. 

https://www.gov.uk/workplace-fire-safety-your-responsibilities
http://www.hse.gov.uk/fireandexplosion/workplace.htm
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 All goods and services supplied must be as described and must meet any 
standards of safety, composition and quality set out in law. These legal 
standards are especially rigorous in the areas of product safety and food 
standards, and all businesses setting out to produce a new product for the 
eventual use of ordinary people (as opposed to other businesses), or to sell 
food of any description, should seek the advice of Trading Standards at an 
early stage in the process. 
 

 When dealing with consumers, businesses must not give them misleading 
information about products and services or their cost, but also must not leave 
out any important information that the consumer needs to make an informed 
choice. To do so may be a breach of the criminal law. 
 

 Businesses may not provide credit to consumers (within a statutory definition 
of ‘credit’), or facilitate the provision of credit, without a licence to do so from 
the Office of Fair Trading. 
 

 Trading Standards enforces the criminal law surrounding the use of trade-
marks and other intellectual property. Businesses must make sure they have 
the right to use any trade mark or other branding. Even branding similar but 
not exactly the same to that owned by others may be illegal to use. 
 

 Trading Standards can help businesses put procedures and systems in place 
to prevent them or their staff selling age-restricted goods to young people. 
 

 The products involved are tobacco, alcohol, fireworks, DVDs and games, 
knives, aerosol paint and solvents. 
 

 The welfare of farm animals and the prevention of farm animal disease, such 
as Foot and Mouth disease is the responsibility of Trading Standards, working 
with DEFRA. In the same way as they are responsible for food standards, 
they regulate the quality and safety of animal feedstuffs, including pet food. 

 
What to do: 
 
Trading Standards can seem a complex area. However it is very important to your 
business that you are fully compliant and that you get it right first time. 
 
Trading Standards legislation protects the customer, but it is also useful to remember 
that compliance and a good understanding of your responsibilities and rights under 
the legislation will also help to protect your business, for example against false 
claims or by helping to safeguard your intellectual property. Compliance can also 
enhance your reputation as a business that has the interests of its customers at its 
heart. 
 
The Trading Standards services in the county have a great deal of expertise at their 
disposal. It is highly advisable that you contact these services for advice and 
guidance. 
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GENERIC TRADING STANDARDS ADVICE: 
 
The Trading Standards Institute: http://www.tradingstandards.gov.uk/index.cfm 
 
The Competition and Markets Authority: 
https://www.gov.uk/government/organisations/competition-and-markets-authority 
 
The Financial Conduct Authority: http://www.fca.org.uk/ 
 
The National Measurement Office: http://www.bis.gov.uk/nmo 
 
Local Authority Trading Standards Service Business Advice: 
http://www.suffolk.gov.uk/business/business-services/trading-standards-business-
advice/ 
Phone: 01473 264859 
Email: tradingstandards@suffolk.gov.uk 
 

Part E 
HM Revenue and Customs 
 
If you are thinking of becoming self-employed, you will be pleased to learn that 
HMRC Business Education & Support Team offers a range of educational products 
for businesses on a variety of subjects. They are based throughout the UK and are 
here to help you understand your tax responsibilities, and give the confidence to get 
it right, first time. 
 
Registering your self-employment: 
 
You should tell HM Revenue & Customs (HMRC) as a soon as you start self-
employment, otherwise you may face a penalty. 
You are considered to have started self-employment when you have something to 
sell and either have a customer for your goods or services, or you are actively 
marketing your business. 
 
There are three ways to register your self-employment: 
 

 Online at www.hmrc.gov.uk/online/new.htm 
 Phone the Newly Self-employed Helpline 0300 2003504 
 Paper – complete a form CWF1. Available at 

https://www.gov.uk/government/publications/self-assessment-and-national-
insurance-contributions-register-if-youre-a-self-employed-sole-trader-cwf1 
print it off, sign and send it to the address on the form. 

 
To register you will need your National Insurance number. 
Whichever method you choose it is a single registration process. It registers you for 
both Class 2 National Insurance contributions and for Self-Assessment. 
 
 
 
 

http://www.tradingstandards.gov.uk/index.cfm
https://www.gov.uk/government/organisations/competition-and-markets-authority
http://www.fca.org.uk/
http://www.bis.gov.uk/nmo
http://www.suffolk.gov.uk/business/business-services/trading-standards-business-advice/
http://www.suffolk.gov.uk/business/business-services/trading-standards-business-advice/
mailto:tradingstandards@suffolk.gov.uk
http://www.hmrc.gov.uk/online/new.htm
https://www.gov.uk/government/publications/self-assessment-and-national-insurance-contributions-register-if-youre-a-self-employed-sole-trader-cwf1
https://www.gov.uk/government/publications/self-assessment-and-national-insurance-contributions-register-if-youre-a-self-employed-sole-trader-cwf1
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National Insurance Contributions 
 
As a self-employed person, you pay a fixed amount of Class 2 National Insurance 
contributions. If your profits are above a certain limit, you may also be required to 
pay Class 4 National Insurance contributions. 
Records 
It is very important to set up a record keeping system and keep all records and 
supporting documents for the required length of time. 
 
You should organise your records into accounting periods. These normally last for 12 
months although they can be longer or shorter periods. HMRC suggests that you try 
to keep them in line with the tax year. For example, you close your accounts on 5 
April to coincide with the end of the tax year. It is entirely up to you but if you select a 
date other than 5 April you may have to do some additional calculations. 
 
You must differentiate between money spent on the day to day running costs of your 
business and the purchase of equipment (assets) which is called capital expenditure. 
 
You would normally be expected to keep full records of: 
 

 All your sales and takings (turnover) keeping copies of invoices and receipts 

 All your business expenses and purchases, and keep receipts for all 
expenses paid including purchases of stock and materials 

 All bank deposits and withdrawals including cheque stubs and paying in 
books 

 Your ‘wages’/drawings and amounts drawn out of the business for personal 
and family use 

 Mileage records 

 Capital items; keep a separate record of all purchases and sales of business 
equipment, machinery and vehicles, together with the receipts 

 Where expenses relate to both business and private use, only the business 
part is allowable 

 Keep a record of the market value of equipment or vehicles introduced into 
the business that you owned before starting your business. 

 
Key dates for Self-Assessment: 
 
April  HMRC issues a Notice to Complete a Tax Return (SA316) 
31 October This is the deadline for paper tax return. HMRC will calculate the 

tax and Class 4 National Insurance contributions and let you know 
how much you must pay, before the due date of 31 January 

31 January  This is the deadline for online tax returns. You must also pay any 
tax and Class 4 National Insurance contributions you owe by this 
date, plus if due, your first payment on account for the following tax 
year. 

31 July  You must pay your second payment on account by this date. 
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How do you pay? 
 
HMRC recommends that you make payment electronically. You can: 

 Pay by debit or credit card over the internet using a service called billpay, or 

 Use your bank/building society services to pay over the internet or telephone. 
 

What do you pay? 
 
Your bill for tax and/or Class 4 National Insurance contributions will depend on your 
taxable income. 
 
Penalties may be charged if: 

 You make an error in your tax return or other documents. 

 Your self-assessment tax return is filed late 

 If your payment is late 
 
LINKS 
 
HMRC Links and Contact Details 
 

HMRC Home Page: https://www.gov.uk/government/organisations/hm-revenue-
customs 
 
Record Keeping: 
 
Factsheet TH FS1 Keeping records for business – what you need to know. 
Booklet RK BK1 A general guide to keeping records for your tax return. 
 
Tax Help series factsheets 
https://www.gov.uk/government/collections/hm-revenue-and-customs-leaflets-
factsheets-and-booklets 
TH FS5 Working for yourself – what you need to know. 
TH FS9 Expenses and Allowances for the self-employed – what you need to know. 
 
Capital Allowances 
Helpsheet HS252 Capital Allowances and balancing charges 
https://www.gov.uk/self-assessment-forms-and-helpsheets 

 What capital allowances and balancing charges are 

 How to make a claim 

 What capital allowances are available 

 The different types of plant and machinery allowances. 
 
Business Tax Dashboard 
 

HMRC introduced an online Business Tax Dashboard in April 2012. The Dashboard 
is aimed at small businesses. It enables you to view your tax payments and liabilities 
across Corporation Tax or Self-Assessment, PAYE for Employers and VAT in one 
place. 
 
 
 

https://www.gov.uk/government/organisations/hm-revenue-customs
https://www.gov.uk/government/organisations/hm-revenue-customs
https://www.gov.uk/government/collections/hm-revenue-and-customs-leaflets-factsheets-and-booklets
https://www.gov.uk/government/collections/hm-revenue-and-customs-leaflets-factsheets-and-booklets
https://www.gov.uk/self-assessment-forms-and-helpsheets


 

Page 15 of 38 
 

My New Business 
 

For interactive help and advice from across government in one place specifically 
designed for small businesses go to the ‘Start Your Own Business’ pages on 
GOV.UK at https://www.gov.uk/starting-up-a-business 
 
Online presentations www.hmrc.gov.uk/webinars 
 

Live presentation or ‘webinars’ are available on set dates, or pre-recorded webinars, 
which are available 24 hours a day, seven days a week. 
 
YouTube www.youtube.co.uk search ‘hmrcgovuk’. HMRC has its own channel where 
you will find a series of short clips. 
 
Helplines 
https://www.gov.uk/government/organisations/hm-revenue-customs/contact 
Contact the helpline if you cannot find the information you need online, or you 
require further clarification. 
 
HMRC Business Education & Support Team: 
https://www.gov.uk/government/collections/hmrc-webinars-email-alerts-and- 
videos 
Or 0300 1231083 
 
Taking on staff 
 

You need to tell HMRC if you employ someone to help you with your business. 
You can register as a new employer by either: 
 

 Emailing HMRC at: https://www.gov.uk/business-tax/paye 
or 

 Calling the New Employer Helpline on 0300 2003211 
 
VAT 
Do you need to register for VAT? For more information go to: 
https://www.gov.uk/business-tax/vat  
 
The information is for guidance only and reflects the position at the time of writing. 
It does not affect any right of appeal. 
Always check current official publication for detailed instructions, or contact the 
appropriate HMRC office. 
 

Part F 
Licensing 
 
Local Authorities are responsible the licensing and regulation of a wide range of 
activities, operators, premises, individuals and vehicles. Most licence types are 
required by law nationally. However, some may be required in one location but not 
another. It is important for you to know whether your business activity requires a 
licence so that your business is lawful, promoting licensing objectives and to ensure 
that you avoid any business disruption or enforcement action being taken against 

https://www.gov.uk/starting-up-a-business
http://www.hmrc.gov.uk/webinars
http://www.youtube.co.uk/
https://www.gov.uk/government/organisations/hm-revenue-customs/contact
https://www.gov.uk/government/collections/hmrc-webinars-email-alerts-and-videos
https://www.gov.uk/government/collections/hmrc-webinars-email-alerts-and-videos
https://www.gov.uk/business-tax/paye
https://www.gov.uk/business-tax/vat
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you. Consultations with the public and responsible authorities are required as part of 
some licensing functions and failure to comply with the law can for some matters 
constitute a criminal offence. Application, annual or other fees may also be payable. 
 
Alcohol, Entertainment, Late Night Refreshment and Gambling Licences 
 
Local licensing policy, decisions and conditions are underpinned by four licensing 
objectives which are the prevention of crime and disorder, public safety, the 
prevention of public nuisance and the protection of children from harm. 
 
Licensable activities under the Licensing Act 2003 include: 
 

 The sale of alcohol by retail 
 The supply of alcohol to club members and guests 
 The provision of regulated entertainment (plays, films, indoor sporting events, 

live and recorded music, dancing and similar activities) 
 The provision of late night refreshments (Hot food or hot drinks 23:00 to 

05:00) 
 
Other authorisations under the 2003 Act include Club Premises Certificates, 
Temporary Event Notices and Personal Licenses. 
 
The Gambling Act 2005. A licence or permit is required and includes: 
 

 Casinos & Bingo premises 
 Tracks & Betting Shops 
 Adult gaming centres and Licensed family entertainment centres (e.g. 

amusement arcades) 
 Gaming and machines in pubs and clubs (including poker) 
 Small society lotteries and large lotteries 
 Temporary or Occasional Use Notices 

 
(Before applying to your local authority you may first need to make an application to 
the Gambling Commission for an Operator’s Licence depending on the type and 
scale of gambling activity). 
 
Other local authority licences, permits and registrations include: 

 Market and mobile trading, street trading and street cafes. 

 Taxi and private hire driver, vehicle and operator licences. 

 Animal boarding (Cats & Dogs), animal breeding (dogs), pet shops and zoos. 

 Operating a horse riding establishment 

 Keeping a dangerous wild animal 

 Charitable street collections and house to house collections for charitable and 
other not-for-profit good causes. 

 Special treatments and skin piercing (including acupuncture, electrolysis, 
body or ear piercing, tattooing). 

 Hairdressing and barbering 

 Sex shops, sexual entertainment venues and sex cinemas. 

 Scrap metal dealing including motor salvage  

 Boat and boatmen licences 

 Mobile home and caravan site licences 
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It should be noted that some types of licensing may be administered by an agency 
other than your Local Council, but you can still get signposting and general advice 
from your local authority Licensing Team. Advice on full or limited exemptions or de-
regulated activities, requiring no authorisation, can also be given free of charge. 
 
LINKS 
 
Local Authority Licensing Services: 
 
Mid Suffolk District Council: http://www.midsuffolk.gov.uk/business/licensing/ 
Babergh District Council: http://www.babergh.gov.uk/business/licensing/ 
 
Telephone: 01473 826622 
Email: licensing@babergh.gov.uk or licensing@midsuffolk.gov.uk 
 
Babergh and Mid Suffolk District Council operate integrated services so that it does 
not matter which service contact details you use if you are operating within either 
district. 
 

Part G 
Food Safety 
 
Food safety is normally regulated by your local authority, although in some cases 
this is done by the Food Standards Agency. 
If you are planning to produce, store or sell food and drink, in virtually all cases you 
will need to register your business with your local authority in advance, and will 
normally have written food safety management procedures. If you are intending to 
process food of animal origin, your premises will normally need to be approved by 
your local authority. 
 
Anyone handling food must also have appropriate training in food hygiene. 
 
What do I need to do? 
 

 Read the Food Standards Agency guide to starting a catering business. 
 Read the relevant Food Standards Agency food safety management pack. 
 This gives essential advice and will help you assess whether you or your 

employees require food hygiene training. 
 Follow the advice to write food safety management procedures. These must 

relate to the specific circumstances of your business. 
 Complete the registration form, available via the website of your local 

authority. Submit the registration form to your local authority at least 28 days 
before your business starts trading. Registration carries no charge and cannot 
be refused. 

 If you intending to process food of animal origin – including meat, fish, milk, 
dairy and egg products – contact your local authority to discuss whether your 
premises require approval. 

 Consider whether food hygiene training is required by you or your employees. 
Your local authority can provide advice on provision and costs. 

 
 
 

http://www.midsuffolk.gov.uk/business/licensing/
http://www.babergh.gov.uk/business/licensing/
mailto:licensing@babergh.gov.uk
mailto:licensing@midsuffolk.gov.uk
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Top ten tips 
 
1.  Make sure your food preparation space is large enough to be cleaned effectively. 
2.  Make sure your work surfaces are smooth, non-porous and hard wearing. 
3.  Make sure any containers used to transport food can be cleaned properly. 
4.  Know the difference between detergents, disinfectants and sanitisers, and when 

to use them. 
5.  Use separate sinks for hand washing and food preparation. 
6.  Ensure food handlers remove jewellery and tie back long hair. 
7.  Protect any cuts to the skin with brightly coloured plasters that can be clearly 

seen if they go astray. 
8.  Pay attention to temperature control. Food should be kept below 8ºC in 

refrigerators and below -18ºC in freezers. 
9.  Remember that food hygiene training can be obtained through supervision, self-

study or prior experience, as well as formal training courses. 
10. Bear in mind that you will need a licence if you intending to sell alcohol, food 

from a stall or van, or hot food between 11pm and 5am. (See Part F of this pack) 
 
Going forward 
 
Once your business is up and running, ask your local authority about the Food 
Hygiene Ratings Scheme. You should also be prepared for food safety inspections; 
both announced and unannounced, but if you are following your food safety 
management procedures these should not be a concern. 
 
Generic Food Safety Advice: 
 
Food Standards Agency (FSA): 
http://www.food.gov.uk/business-industry/ 
 
FSA Guidance on food Law Requirements for Restaurants, Cafes and other Catering 
Businesses and Shops Selling Food: 
http://www.food.gov.uk/sites/default/files/multimedia/pdfs/publication/hygieneguidebo
oklet.pdf 
 
FSA Guidance on Setting up Restaurants, Cafes and other Catering Businesses: 
http://www.food.gov.uk/sites/default/files/multimedia/pdfs/publication/starting-up-
booklet.pdf 
 
Local Authority Food Safety Services: 
 
Mid Suffolk District Council: http://www.midsuffolk.gov.uk/business/environmental-
health/food-businesses/ 
Babergh District Council: 
http://www.babergh.gov.uk/business/environmental-health/food-businesses/ 
Telephone: 0845 6066170 
Email:  environmentalhealth@midsuffolk.gov.uk or food.safety@babergh.gov.uk 
 

http://www.food.gov.uk/business-industry/
http://www.food.gov.uk/sites/default/files/multimedia/pdfs/publication/hygieneguidebooklet.pdf
http://www.food.gov.uk/sites/default/files/multimedia/pdfs/publication/hygieneguidebooklet.pdf
http://www.food.gov.uk/sites/default/files/multimedia/pdfs/publication/starting-up-booklet.pdf
http://www.food.gov.uk/sites/default/files/multimedia/pdfs/publication/starting-up-booklet.pdf
http://www.midsuffolk.gov.uk/business/environmental-health/food-businesses/
http://www.midsuffolk.gov.uk/business/environmental-health/food-businesses/
http://www.babergh.gov.uk/business/environmental-health/food-businesses/
mailto:environmentalhealth@midsuffolk.gov.uk
mailto:food.safety@babergh.gov.uk
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Babergh and Mid Suffolk District Council operate integrated services so that it does 
not matter which service contact details you use if you are operating within either 
district. 
 
Food Safety Management Systems/Procedures: 
 

 Safer Food Better Business (SFBB): 
http://www.food.gov.uk/business-industry/caterers/sfbb/ 

 

 Food Safety Management Procedures for Meat Plants: 
http://www.food.gov.uk/business-industry/meat/haccpmeatplants/ 

 
Food Safety Inspections: 
 
Introduction from the Food Standards Agency: 
http://www.food.gov.uk/business-industry/caterers/food-law-inspections 
 

Part H 
Health and Safety 
 
Health and Safety legislation may seem daunting. However, specialist guidance and 
advice is freely available and often it is only simple steps that are necessary to 
ensure compliance. You are probably doing most of these steps already. So, 
compliance with health and safety legislation should not be a cause for worry and as 
a benefit can save your business money by reducing time lost through accidents, ill 
health, damaged equipment and reputation damage. 
 
Most of the solutions to your health and safety questions can be obtained by asking 
your local authority what you need to do and then simply doing it. 
 
The enforcement of health and safety law is split between the Health and Safety 
Executive (HSE) and Local Authorities. 
 
Local authorities are responsible for premises such as: 
 

shops, offices, hairdressers, cinemas, hotels, leisure activities, warehouses, 
tyre and exhaust centres, consumer services, e.g. launderettes, churches, 
banks, beauty parlours, residential care homes. 

 
The HSE cover the following workplaces nationwide: 
 

factories, building sites, car repair, garages, workshops, printers, hospitals, 
dentists, doctors surgeries, schools and universities, dry cleaners, 
fairgrounds, mines, quarries, farms, railways, chemical plants. 

 
The HSE and IOSH (Institution of Occupational Safety and Health) have published a 
great deal of free specialist advice and guidance. 
 
 
 

http://www.food.gov.uk/business-industry/caterers/sfbb/
http://www.food.gov.uk/business-industry/meat/haccpmeatplants/
http://www.food.gov.uk/business-industry/caterers/food-law-inspections
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Important Health and Safety principles you will need to consider: 
 

 Employers must ensure they look after the health, safety and welfare of their 
employees. In addition business should be conducted in such a way not to 
risk the health & safety of others who are not in your employment; such as 
your customers. 
 

 If you have 5 or more employees a written health and safety policy is required. 
A health and safety policy means writing down the health and safety 
arrangements for your business such as the effective planning, organisation, 
control, monitoring, and review of preventative and protective measures. You 
should communicate this to any employees. 
 

 If you employ someone you will need employers’ liability insurance and you 
should display the certificate. 
 

 Remember to also display the approved Health and Safety poster in an 
obvious place where it can be easily read, or give each employee an 
approved leaflet. Approved posters or leaflets can be acquired from the HSE. 
 

 You need to assess the risks of the work you do and your working 
environment. This should assess risk to employees and others who may be 
affected by your work. If you have more than five employees this assessment 
needs to be recorded. By risks, we mean you should concentrate on what is 
likely or ‘probable’ to cause harm. Try not to get swamped with what could 
‘possibly’ cause harm; keep your common sense head on! Risks to look for 
might include falls from height, slips and trip, use of potentially dangerous 
equipment, use of hazardous substances, injury from lifting or carrying heavy 
items and even the potential for aggression or violence to you and your staff. 
 

 Ensure that first aid provision is available in the form of a first aid box or a 
clearly labelled cupboard where you keep your supplies. Make sure this is 
kept stocked up. You will need to designate a person responsible for this and 
for calling the emergency services if required. If you have staff you should 
also appoint a deputy in case you are off work. 
 

 It is good practice to record all accidents and incidents that occur in your 
business. This way you can monitor and spot and reoccurring patterns. An 
accident that is more serious, such as a death, major injury, and dangerous 
occurrences such as accidental release of dangerous substance/product must 
be reported immediately to the HSE. They have a form on their website for 
you to complete. Injuries resulting in absence from work for seven days or 
more must also be reported, all within 10 working days of the original 
accident. 
 

 Really think about all the lifting, shifting and carrying you do. If handling tasks 
cannot be avoided a risk assessment needs carrying out and you should look 
to reduce the risk as far as possible. Again the solution may be simple – 
wearing heavy duty gloves to avoid cutting your hands on sharp edges and to 
give some slip protection or reducing the size or weight of the load might be 
solutions to the problem. 
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 There are laws that look at the standard of workplace you operate in. They 
require you to consider conditions such as workplace temperature, provide 
toilets, washing facilities, drinking water and rest areas and also how you 
intended to dispose of your rubbish. These still apply if you work from home, 
although the chances are they are all already in place. Consider how and 
where you store your work things. Can children/partners/pets come into 
contact with something that may harm them? 
 

 How long your staff can work for and the number of breaks they should take is 
described in a law called ‘Working Time’. Excessive hours or unsuitable shift 
patterns are likely to lead to poor morale, ill health or accidents caused by 
fatigue. This also costs the business financially and may damage your 
reputation. However the Working Time law does not apply to the genuinely 
self-employed (those who do not employ anyone) or to volunteers. 

 
What to do: 
 
Free help and advice is available. Spend some time discussing your health and 
safety concerns with your local authority Health and Safety team, exploring the 
guidance produced by the HSE and by IOSH. Compliance with Health and Safety 
legislation is not only necessary; it will protect your business and help keep costs 
down to enhance the productivity reputation of your business. 
 
Legislative background: 
 
The primary legislation for Health and Safety law is the Health and Safety at Work 
etc. Act 1974. However there are also other important pieces of legislation such as 
the Workplace (Health, Safety and Welfare) Regulations 1992, the Management of 
Health and Safety at Work Regulations 1999, and the Reporting of Injuries, 
Diseases, and Dangerous Occurrences Regulations 1995 (RIDDOR). 
Health and Safety law is also supported by many, more specific regulations such as 
the Health and Safety (Display Screen Equipment) Regulations 1992, the Electricity 
at Work Regulations 1989 and the Personal Protective Equipment at Work 
regulations 1992. 
 
LINKS 
 
Generic Health and Safety Advice: 
 
The Health and Safety Executive (HSE): http://www.hse.gov.uk/ 
 
HSE ‘Health and Safety Made Simple’ (The Basics for Business): 
http://www.hse.gov.uk/simple-health-safety/index.htm 
 
HSE Guidance on Carrying Out Risk Assessments: 
http://www.hse.gov.uk/pubns/indg163.pdf 
 
HSE Guidance Page: 
http://www.hse.gov.uk/guidance/index.htm 
 

http://www.hse.gov.uk/
http://www.hse.gov.uk/simple-health-safety/index.htm
http://www.hse.gov.uk/pubns/indg163.pdf
http://www.hse.gov.uk/guidance/index.htm
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HSE Library of leaflets on a broad range of Subjects (Listed Alphabetically): 
http://www.hse.gov.uk/pubns/agindex.htm 
 
Institute of Occupational Safety and Health (IOSH): 
www.iosh.co.uk 
The Grange, Highfield Drive, Wigston, Leicestershire, LE18 1NN: 
(Free advice on occupational health & safety and on health & safety at work) 
Phone: (0116) 2573199: Email: techinfo@iosh.co.uk 
 
IOSH Start-Up Businesses, Advice on Getting it Right First Time: 
www.safestartup.org 
 
IOSH Wide Ranging Guidance From Health and Safety for Remote Working, to 
Returns to Work to Health and Safety for Employees Travelling Abroad: 
http://www.iosh.co.uk/Books-and-resources.aspx 
 
IOSH Guided Assistance With The Risk Assessment Process: 
http://www.ioshroutefinder.co.uk/ 
 
IOSH Guidance and Training Materials on Occupational Health: 
http://www.iosh.co.uk/Books-and-resources/Our-OH-toolkit.aspx 
 
Local Authority Health and Safety Services: 
 
Mid Suffolk District Council:  
http://www.midsuffolk.gov.uk/business/environmental-health/health-and-safety-at-
work/ 
Babergh District Council: 
http://www.babergh.gov.uk/business/environmental-health/health-and-safety-at-work/ 
Telephone: 01473 826622 
Email:  environmentalhealth@midsuffolk.gov.uk or food.safety@babergh.gov.uk 
 
Babergh and Mid Suffolk District Council operate integrated services so that it does 
not matter which service contact details you use if you are operating within either 
district. 
 

Part I 
Waste 
 
Most businesses will either be a carrier and/or require disposal of their waste 
 
Once a substance or object has become waste, it will remain waste until it has been 
fully recovered and no longer poses a potential threat to the environment or human 
health. As a business, you have a legal responsibility to ensure that you produce, 
store, transport and dispose of your business waste without harming the 
environment. 
 
You will need to ensure that you meet your duty of care. 
 
 

http://www.hse.gov.uk/pubns/agindex.htm
http://www.iosh.co.uk/
mailto:techinfo@iosh.co.uk
http://www.safestartup.org/
http://www.iosh.co.uk/Books-and-resources.aspx
http://www.ioshroutefinder.co.uk/
http://www.iosh.co.uk/Books-and-resources/Our-OH-toolkit.aspx
http://www.midsuffolk.gov.uk/business/environmental-health/health-and-safety-at-work/
http://www.midsuffolk.gov.uk/business/environmental-health/health-and-safety-at-work/
http://www.babergh.gov.uk/business/environmental-health/health-and-safety-at-work/
mailto:environmentalhealth@midsuffolk.gov.uk
mailto:food.safety@babergh.gov.uk
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Important things you will need to consider: 
 

 Make sure that your waste is stored securely. Use labelled containers that are 
in good condition and that are secure from vandalism and weather that might 
disperse the waste. If you are storing other peoples’ waste you may require 
an environmental permit. 
 

 Check that your waste is transported and handled by people or businesses 
that are authorised to do so. Ensure you complete waste transfer notes to 
document and describe all waste you transfer, and keep them as a record for 
at least two years. 
 

 If your business carries out work at private households, any waste you 
produce is classed as business waste and you must treat it as such. This 
includes waste you collect when you deliver new items. 
 

 If you use contractors who create waste on your site, it is good practice to 
ensure that your contract clarifies who has responsibility for the waste. 
 

 If your business is home-based and your home has not been modified and no 
part of it is occupied separately for your business activity, waste from your 
business can be disposed of with your household waste. Remember to 
continue to use whatever recycling arrangements apply in your area. If part of 
your home has been specifically altered so as to be solely used for your 
business, particularly if it is rated separately, you will need to dispose of your 
business waste separately as described above. If in doubt, you should contact 
your local authority to determine whether the waste you produce from your 
business activities is classed as business waste or household waste and 
whether there are any arrangements for its collection. 
 

 Since 2011 businesses are required to apply the Waste Management 
Hierarchy in the management of their waste. The hierarchy gives top priority 
to preventing waste, then to re-use, then to recycling, then to other options 
such as energy recovery and lastly to landfill. As the type of waste is 
dependent on the nature of the business sector specific advice is available 
from the Environment Agency. 
 

 Applying the Waste Management Hierarchy might also provide opportunities 
to save money. The Environment Agency or your local authority can provide 
advice on reducing, reusing or recycling your waste. Reducing the quantity 
and increasing the segregation of your waste can result in financial savings. 
Various materials you would otherwise throw away might have value as scrap, 
for example scrap metals, plastics, card and hardcore. Advice can also be 
sought on recovering energy from waste. However, remember that scrap is 
still classed as waste and your duty of care will still apply. 

 
There are various substances or objects that are classed as hazardous waste, such 
as fluorescent tubes, CRT television screens and batteries. This is waste that is 
harmful to human health or the natural environment. 
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Hazardous waste is more strictly regulated and must only be treated by people or 
businesses that are authorised to do so and have the necessary skills. You will need 
to find a site that is licensed to treat hazardous waste. 
 
If your business is in the commercial waste management sector the Gov.UK 
webpages have useful guidance. This guidance is specifically for the waste and 
sewage industry. 
 
What to do: 
 
It is advisable to contact the Environment Agency on 03708 506 506 or your local 
authority for clarity on definitions of waste and for guidance on applying the Waste 
Management Hierarchy of options and on the secure storage of your business 
waste. 
 
When you need to transfer waste check that the carrier is authorised to take it and 
that the site the waste is going to is appropriate. Waste Transfer Notes are available 
from the Environment Agency. Ensure that these are signed by yourself and the 
carrier and that the declaration that indicates the Waste Management Hierarchy has 
been applied has also been signed. 
 
LINKS 
 
Generic Advice on Your Waste Responsibilities: 
 
Gov.UK Guidance on Waste Responsibilities: 
https://www.gov.uk/managing-your-waste-an-overview 
 
Gov.UK Environmental Management Guides: 
https://www.gov.uk/environmental-management/waste 
 
Local Arrangements across Mid Suffolk and Babergh District Council Areas: 
 
Suffolk Waste Partnership: 
http://www.greensuffolk.org/about/suffolk-waste-partnership/ 
 
Mid Suffolk District Council Waste Services: 
http://www.midsuffolk.gov.uk/waste-services/ 
Babergh District Council Waste Services: 
http://www.babergh.gov.uk/waste-services/ 
Telephone: 01449 778678 
Email:  recycling@midsuffolk.gov.uk 
 
Babergh and Mid Suffolk District Council operate integrated services so that it does 
not matter which service contact details you use if you are operating within either 
district. 

 
 
 

https://www.gov.uk/managing-your-waste-an-overview
https://www.gov.uk/environmental-management/waste
http://www.greensuffolk.org/about/suffolk-waste-partnership/
http://www.midsuffolk.gov.uk/waste-services/
http://www.babergh.gov.uk/waste-services/
mailto:recycling@midsuffolk.gov.uk
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Part J 
Protection from Pollution 
 
Protection from pollution to air, land and water is a key objective of authorities, and 
the care of the environment is also a duty for citizens and businesses. 
 
Many business activities are carefully regulated to ensure that they do not cause 
short or long term damage to our environment. The Environment Agency and local 
authorities are the primary regulators of such activities. 
 
Furthermore many businesses have realised that acting in a socially and 
environmentally responsible way is more than just a legal duty. It can affect your 
bottom line and the long-term success of your business. 
 
Important things you will need to consider: 
 

 Certain industrial processes require authorisation or permits. The Pollution 
Prevention and Control Regulations 2000 Schedule 1 classifies these 
processes in Part A1, Part A2 and Part B processes. You will need to apply to 
the Environment Agency for Part A1 environmental permits and to your local 
authority for Part A2 and Part B environmental permits. (A link to the 
regulations is provided in this section with classifications of Part A1, Part A2 
and Part B processes). 
 

 Make sure that you read and fully understand the conditions attached to you 
permit as failure to comply could lead to prosecution. Authorities can also 
refuse permits to businesses they feel cannot meet the conditions they 
impose so it is important to your business to have a history of compliance. 
 

 It is advisable to monitor, and reduce as far as possible, air emissions from 
your business. These might include emissions such as from boilers, furnaces 
and bonfires, vehicles or industrial processes. There is a legal commitment to 
reducing carbon emissions and the monitoring of your emissions allows you to 
demonstrate how your business is contributing. 
 

 If you are adding a chimney to your premises that will release smoke 
emissions, you will need to get the height of the chimney approved by your 
local authority. Your application for chimney height approval will need to 
contain information such as the purpose of the chimney, local ground levels 
and the position and type of local buildings. 
 

 If you are releasing water or any other liquids into a watercourse, onto land or 
into storm water drains you will need to get permission from the Environment 
Agency. An environmental permit may be needed. You can also use oil 
interceptors where there is a risk of oil or fuel getting into watercourses 
through storm drains. 
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 No liquid, other than uncontaminated rain water from your premises, should 
enter surface water drains or discharge to a watercourse or soakaway unless 
it is under the terms of an Environment Agency permit. If any liquid is 
accidentally released into a surface water drain you should contact the 
Environment Agency immediately on 0800 80 70 60. Please note that some 
seemingly harmless liquids, such as milk, can have a more damaging effect 
on a watercourse than other more obvious pollutants such as oil. 
 

 Remember that the owner of a premises served by a drain is responsible for 
the maintenance of it, including clearing blockages and repairing any faults. 
 

 The maintenance of the drain remains the responsibility of the property of the 
owner of the premises up to where it crosses the boundary, after which it is 
the responsibility of Anglian Water. Specific advice can be found in the EAs 
Pollution Prevention Guidance documents. 

 

 Storage of liquids, chemicals etc. Ensure any liquids are stored in a secure 
and safe way - Spillages and leaks have the potential to cause significant 
pollution to watercourses or groundwater which, in many places is used for 
drinking water supply. Any oil storage tank (including heating oil tanks) must 
meet the requirements of the Oil Storage Regulations 2001. Such as having 
secondary containment (a bund) and ensuring any attached pipework is 
adequately protected. Again specific advice can be found in the EAs Pollution 
Prevention Guidance documents. 
 

 An effective way of reducing your carbon emissions is to put together a Travel 
Plan. A travel plan could consider opportunities for reducing the pollution from 
company travel, the distribution of goods and on employees’ travel to work. 
Your local authority may be able to provide some guidance on how to put 
together and implement an effective Travel Plan. 
 

 Explore possibilities of investing in energy saving equipment that could reduce 
your energy and water costs. In some cases grants may be available. There 
may also be ‘take-back’ schemes available where your suppliers take back 
unused goods. Ensure you market your commitment to environmental and 
energy saving steps that you take. Findings show many customers prefer 
goods that they can see contribute to the well-being of the environment. 
 

 Don’t forget the simple steps! A simple disciplined approach to steps such as 
turning off unused lights and office equipment, ensuring taps are tightly shut 
and do not leak and turning thermostats down even by 1˚ can make a 
difference to the cost of your overheads and to the welfare of the 
environment. 

 
What to do: 
 
Much of guidance and advice you need to ensure that your business is compliant 
with environmental regulations is specialist. It is advisable to seek advice from your 
local authority, the Environment Agency or Anglian Water to ensure you know fully 
what it is you need to do to be compliant. However many of the steps businesses 
can take to save energy, and the costs of energy, are simple! Start developing a 
culture of energy saving in your business. 
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You will also find many other groups and organisations that promote the universal 
objective of protecting the environment and that seek to develop best practice. 
 
Appeals: 
 
If the authority decides to refuse a permit, a business can appeal to the government. 
A business can also appeal if it has received a permit but does not agree with any of 
the conditions. 
 
Legislative Background: 
 
The protection of the environment and the regulation of business processes towards 
this aim is enshrined in a variety of acts and regulations. Four of the most 
fundamental of these acts are the Environmental Protection Act 1990, the Clean Air 
Act 1993, the Pollution Prevention and Control Act 1999, and the Environmental 
Permitting (England and Wales) Regulations 2010. 
 
LINKS 
 
Generic Advice About Your Pollution Responsibilities: 
 
Gov.UK Environmental Management Guides: 
https://www.gov.uk/environmental-management 
 
Gov.UK Environmental Permits: 
https://www.gov.uk/environmental-management/environmental-permits 
 
Local Authority Pollution Services: 
 
Mid Suffolk District Council: 
http://www.midsuffolk.gov.uk/environment/environmental-protection/ 
Babergh District Council: 
http://www.babergh.gov.uk/environment/environmental-protection/ 
Telephone: 01473 826622 
Email:  environmentalhealth@midsuffolk.gov.uk or 
environmental.protection@babergh.gov.uk 
 
Babergh and Mid Suffolk District Council operate integrated services so that it does 
not matter which service contact details you use if you are operating within either 
district. 
 

Part K 
Nuisance 
 
Nuisance is any action or neglect which interferes with people’s use and enjoyment 
of land or property or that could have a negative effect on health. 
There are two types of nuisance, common law nuisance, and statutory nuisance. 
Much of statutory nuisance is regulated through the other services described in this 
pack. Common types of nuisance include excessive noise, excessive artificial light, 
vermin, litter and dust and smoke. 

https://www.gov.uk/environmental-management
https://www.gov.uk/environmental-management/environmental-permits
http://www.midsuffolk.gov.uk/environment/environmental-protection/
http://www.babergh.gov.uk/environment/environmental-protection/
mailto:environmentalhealth@midsuffolk.gov.uk
mailto:environmental.protection@babergh.gov.uk
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If you cause but fail to deal with a nuisance problem you could face legal action and 
a fine and your local authority could restrict or stop your business activities. 
Ensure your business activities are not causing a nuisance problem. 
 
Important things you will need to consider: 
 

 Ensure that your business does not litter the local environment. You can read 
more about your Duty of Care under the waste guidance in Part I. Remember 
your responsibilities in the distribution of printed material. 
 

 Plan your businesses lighting to only come on when it is needed. An efficient 
lighting plan can also reduce your energy costs. Lights that shine downwards 
are less likely to cause a nuisance, waste money or create light pollution. 
Security lights that are too strong can create dark shadows which could 
encourage theft or vandalism. 
 

 Check your site for evidence of vermin. Your local authority can provide free 
advice on the control of all pests. 
 

 Try to maintain good relations with your neighbours and give them early 
warning of any particular activities that you plan to carry out, such as building 
work or installing new plant or machinery. Display details of a contact person 
for your site so that local residents know who to contact with any concerns. It 
is also a good idea to notify your local authority in advance of any event that 
may cause complaints, and, where you do receive complaints to keep a 
record including records of your investigations and any actions you took. 
 

 You should avoid or minimise noisy activities, particularly at night. Stand 
outside your site boundary and listen for noise that neighbours may consider 
to be a nuisance. You might consider moving any materials needed for a night 
shift into the work area during the day or early evening and keeping noisy 
activities and equipment away from the site boundary. You could service your 
vehicles and machinery regularly as correctly maintained equipment will make 
less noise and use mains-generated electricity instead of diesel generators. 

 

 The condition of your premises also has a significant impact on the noise 
produced by your business activity. You could use solid panelled fencing 
around your site instead of wire fencing and, if possible, landscape your site 
boundary with mounds or raised borders. Consider whether your buildings 
have adequate soundproofing and shut your doors and windows to reduce 
noise. 
 

 Your local authority can inform you whether your business is in a designated 
alarm notification area. If it is you must register your burglar alarm with your 
local authority. You will need to provide details of a person who holds the 
site’s keys and make sure the key holder knows how to use the alarm system. 
Make sure that you have a maintenance contract and callout agreement for 
the alarm and that the alarm automatically shuts down after no longer than 20 
minutes. 
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 Avoid odour nuisances. Your local authority can provide advice on what they 
take into consideration when assessing for odour nuisances and what 
measures are required to stop the cause of the nuisance. You should be able 
to demonstrate that you have used the most effective means of preventing 
odour nuisances. 
 

 Ensure that your business does not cause dust and smoke nuisances. 
 

 You can read more Protection from Pollution guidance at Part J. Instead of 
burning waste, where possible consider how you might be able to reuse, 
recover, or recycle waste (see Part I). 
 

 If you carry out work at a building site your activities could cause a nuisance. 
If they do, your local authority can restrict the type of plant or machinery you 
use, the activities you can undertake, the hours when you can work and the 
levels of noise, artificial lighting or dust. You can apply for prior consent for 
construction works at the same time as seeking approval under building 
regulations (see Part B). This may save you time later on. 

 
What to do: 
 
To prevent legal action or fines, or your local authority restricting or stopping your 
business activities, it is important to avoid creating a nuisance. Think about your 
business activities and where they might cause a nuisance to your neighbours. Take 
time to investigate your premises, particularly where it borders other properties, and 
take time to establish a good relationship with your neighbours. Make sure they 
know about any particularly activities you wish to carry out in the future. 
 
Your local authority can offer advice and guidance on whether any activities you wish 
to carry out may cause a statutory nuisance and on measures you can take to 
control these activities. It is wise to speak to them before you start these activities. 
 
Appeals: 
 
You can appeal against abatement notices for statutory nuisances. The grounds for 
appeal are found in Statutory Nuisance (Appeals) Regulations SI 1995/2644. A link 
to this statutory instrument is found in this section. 
 
Legislative Background: 
 
The Control of Pollution Act 1974 Part III (as amended) introduced inspection and 
enforcement powers against excess noise and the Environmental Protection Act 
1990 set statutory duties for local authorities to deal with statutory nuisance. 
Subsequent Acts such as the Noise and Statutory Nuisance Act 1993, The Anti-
Social Behaviour Act 2003 and the Clean Neighbourhoods. 
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LINKS 
 
Generic Advice On Statutory Nuisance: 
 
Gov.UK Guide on Statutory Nuisance: https://www.gov.uk/statutory-nuisance 
 
Gov.UK Guidance on Managing Noise and Other Nuisance: 
https://www.gov.uk/government/policies/protecting-and-enhancing-our-urban-and-
natural-environment-to-improve-public-health-and-wellbeing/supporting-
pages/managing-noise-and-other-nuisances-in-the-local-environment 
 
Local Authority Services Dealing With Statutory Nuisance: 
 
Mid Suffolk District Council: 
http://www.midsuffolk.gov.uk/environment/environmental-protection/ 
Babergh District Council: 
http://www.babergh.gov.uk/environment/environmental-protection/ 
Telephone: 01473 826622 
Email:  environmentalhealth@midsuffolk.gov.uk or 
environmental.protection@babergh.gov.uk 
 
Babergh and Mid Suffolk District Council operate integrated services so that it does 
not matter which service contact details you use if you are operating within either 
district. 
 

Part L 
Employment 
 
If you are taking on employees it is highly advisable that you have the necessary 
procedures and policies in place from the start. ACAS, the Advisory, Conciliation and 
Arbitration Service, are a recognised source of best practice and impartial advice on 
employment issues. They have a confidential helpline number which we would 
advise that you call. 
 
The confidential ACAS helpline is 08457 474747. 
 
Important things you will need to consider: 
 

 The issues below are some of the areas where ACAS can provide extensive 
advice and guidance: 
 

 Terms and conditions of employment in written form will help if disagreements 
occur later. You may wish to go through the contract and written statements 
during induction to ensure new employees understand them fully. 
 

 A fair pay system can impact on morale and productivity. You will need to 
decide whether you operate a basic rate pay system, a system related to 
individual or group performance or profit or a system based on the worker 
gaining additional skills or competencies. 

https://www.gov.uk/statutory-nuisance
https://www.gov.uk/government/policies/protecting-and-enhancing-our-urban-and-natural-environment-to-improve-public-health-and-wellbeing/supporting-pages/managing-noise-and-other-nuisances-in-the-local-environment
https://www.gov.uk/government/policies/protecting-and-enhancing-our-urban-and-natural-environment-to-improve-public-health-and-wellbeing/supporting-pages/managing-noise-and-other-nuisances-in-the-local-environment
https://www.gov.uk/government/policies/protecting-and-enhancing-our-urban-and-natural-environment-to-improve-public-health-and-wellbeing/supporting-pages/managing-noise-and-other-nuisances-in-the-local-environment
http://www.midsuffolk.gov.uk/environment/environmental-protection/
http://www.babergh.gov.uk/environment/environmental-protection/
mailto:environmentalhealth@midsuffolk.gov.uk
mailto:environmental.protection@babergh.gov.uk
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 Remember that under any Transfer of Undertakings the employees of the 
previous owner become employees of the new employer on the same terms 
and conditions. Their continuity of services and any other rights are 
preserved. 
 

 Absence can be expensive to companies and damaging to morale. Having a 
well thought out absence policy in place can make issues of absence easier 
to deal with. Careful records that are easily understood should be kept. 
 

 Bullying and harassment at work can also damage morale and lead to 
absence, and, if it is not addressed, it can reflect badly on management. It 
may occur without your knowledge. A simple formal policy with a prompt 
response can help. It is important that employees are aware of the policy so 
that they can turn to it with confidence if they experience bullying or 
harassment. You may wish to involve employees in developing this policy. 
 

 It makes good business sense to treat workers fairly and considerately. 
Mainstreaming anti-discrimination principles into all your policies and 
procedures helps you stay within the law and attract the best employees. 
 

 Transparent disciplinary procedures will help in dealing with disciplinary 
issues. Issues should be dealt with promptly, fairly and consistently. Where 
formal action is needed investigations should be carried out to gather and 
establish all the facts of the case. Employees should be given the facts of the 
case and allowed to respond. They have can be accompanied at any formal 
disciplinary meeting and allowed to appeal against any formal decision made. 
 

 Employees have the right not to be unfairly dismissed. Dismissal is normally 
fair if it is a reason related to an employee’s conduct, to an employee’s 
capability or qualifications for the job, because of a redundancy or because a 
statutory duty or restriction prohibited the employment being continued. 

 
 Good communications between management and employees can often help 

an organisation get through the redundancy process. Depending on the size 
of your business and the length of service of your employees you may need to 
carry out a statutory consultation period or make redundancy payments. 
The primary criteria when deciding on which employees to make redundant 
are usually attendance records, disciplinary records, skills or experience and 
standard of or aptitude for work. 
 

 Consulting employees and giving them a voice in the decisions you make is a 
key driver of employee engagement and can help make your business more 
effective and productive. However employees’ views don’t always have to be 
acted on though it is useful to explain the practical reasons for rejecting ideas. 

 
What to do: 
 
If you are thinking of taking on employees contact ACAS on the number above to 
ensure that you have the necessary systems and procedures in place from the start. 
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ACAS mediation and conciliation services: 
 
If employment issues occur it is also advisable to contact ACAS quickly on the same 
number before it becomes a full scale dispute. 
 
They can offer mediation services and mediation training and a free service called 
Pre Claim Conciliation where agreements made through them are legally binding. 
They can also offer advice on collective bargaining. 
 
Legislative Background: 
 
The legislative basis of employment law is broad and found in a variety of acts and 
regulations. However some of the most important are the Employment Rights Act 
1996, the Transfer of Undertakings (Protection of Employment) Regulations (TUPE) 
2006, the National Minimum Wage Act 1998 and the Working Time Regulations 
1998. 
 
The Equality Act 2010 ensures people are judged by the content of their character, 
and not regulated characteristics such as race, gender, sexuality, beliefs, disabilities 
or age. It also has a strong bearing on Employment Law. 
 
LINKS 
 
ACAS East of England: 
 
Acas House, 
Kempson Way, 
Suffolk Business Park, 
Bury St Edmunds. 
Telephone: 0300 123 1150 
 
ACAS Home Page: 
http://www.acas.org.uk 
 
ACAS Helpline Number: 0300 123 1150 
 
ACAS Customer Enquiry Form: https://obs.acas.org.uk/Forms/Contact.aspx 
 
ACAS Advice: 
Advice A-Z: 
http://www.acas.org.uk/index.aspx?articleid=1390 
 
Publications (general): 
http://acas.ecgroup.net/ 
 
Links to lengthier publications: 
http://acas.ecgroup.net/Publications/Advisorybooklets.aspx 
http://acas.ecgroup.net/Publications/Adviceleaflets.aspx 
http://acas.ecgroup.net/Publications/Employmentequalitylegislation.aspx 
 
Link to comprehensive handbooks: 
http://acas.ecgroup.net/Publications/Advisoryhandbooks.aspx 
 
Shorter leaflets: 
http://acas.ecgroup.net/Publications/Gettingitrightfactsheets.aspx 
 
ACAS generic: 
http://acas.ecgroup.net/Publications/AskAcas.aspx 

http://www.acas.org.uk/
https://obs.acas.org.uk/Forms/Contact.aspx
http://www.acas.org.uk/index.aspx?articleid=1390
http://acas.ecgroup.net/
http://acas.ecgroup.net/Publications/Advisorybooklets.aspx
http://acas.ecgroup.net/Publications/Adviceleaflets.aspx
http://acas.ecgroup.net/Publications/Employmentequalitylegislation.aspx
http://acas.ecgroup.net/Publications/Advisoryhandbooks.aspx
http://acas.ecgroup.net/Publications/Gettingitrightfactsheets.aspx
http://acas.ecgroup.net/Publications/AskAcas.aspx
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Elearning: 
http://www.acas.org.uk/index.aspx?articleid=2113 
 
New Employers: 
http://www.acas.org.uk/index.aspx?articleid=2949 
 
Managing in difficult times (downsizing etc.) 
http://www.acas.org.uk/index.aspx?articleid=2143 
  
ACAS training, e-learning and newsletter: 
Workplace snippets newsletter: https://obs.acas.org.uk/subscription/ 
 
Training events: 
https://obs.acas.org.uk/ 
 

Part M 
Business Continuity 
 
Any incident, large or small, natural, accidental or deliberate, can cause major 
disruption to your business. If you are not prepared, your business might suffer loss 
of income, of customers, of reputation, legal and regulatory penalties or even a 
complete failure of the business. 
 
It is advisable to plan for Business Continuity. 
 
Important things you will need to consider: 
 

 Local authorities can provide advice on Business Continuity and direct you to 
Business Continuity Management toolkits. They can help you plan to ensure 
you have a relatively quick and painless return to normal business in the 
event of disruption. 
 

 As part of planning for Business Continuity identify your businesses key 
products and services and the critical activities and resources that are 
required to deliver these. Assess the internal and external risks to these 
activities (for example, loss of staff, premises or communications, or utility 
failure, transport disruption or failure by your key suppliers). 
 

 As part of planning for Business Continuity prioritise services you need for 
recovery from disruption to your critical activities and resources, set objectives 
for recovery time and determine the resources you require to recover in the 
time you have set. 
 

 Ensure that the plans you write for response to internal and external risks 
consider the response of the whole business and identify who is responsible 
for handling specific parts of your response. 
 

 It is important that Business Continuity Management plans are clear and 
concise. Those responsible for handling specific parts of the response will 
need to know the steps they need to take and have easy and quick access to 
the plan. 
 

 Make your Business Continuity Management programme part of your 
strategic and day to day management and keep them relevant up to date with 
changes to your management and operation structures. You may wish to test 

http://www.acas.org.uk/index.aspx?articleid=2113
http://www.acas.org.uk/index.aspx?articleid=2949
http://www.acas.org.uk/index.aspx?articleid=2143
https://obs.acas.org.uk/subscription/
https://obs.acas.org.uk/
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your plans to ensure that they are fit for purpose and audit them against 
defined standards to ensure they are quality assured. 
 

 Effective Business Continuity can help secure business insurance. Insurers 
are beginning to look favourably on businesses that have robust Business 
Continuity management systems. 

 
 Effective Business Continuity can also assist with the procurement of public 

sector contracts. Local Authorities have a responsibility to ensure that their 
key suppliers have good resilience so as to ensure a resilient supply chain. 
Many authorities will only consider businesses they know have an effective 
Business Continuity Management system. 

 
 International Standard, ISO 22301 specifies the requirements for a 

management system to protect against, reduce the likelihood of, and ensure 
your business recovers from disruptive incidents. Certification for ISO 22301 
is through the British Standards Institute (BSI) and involves a multi-stage 
process with a number of assessment visits. 

 
 It is possible for businesses to adopt ISO 22301 without necessarily being 

certified. This would avoid the costs of certification. However some authorities 
may demand certification. 

 
What to do: 
 
Business Continuity Management systems are not a legal requirement. 
However robust planning for business continuity and consideration of systems for 
recovery from unforeseen circumstances is advisable. As local authorities and 
emergency services are required, as far as is reasonably practicable, to advise 
businesses on business continuity, you may wish to explore the advisory resource 
that they offer. 
 
Toolkits for Business Continuity Management systems are available from a range of 
organisations. 
 
Legislative Background: 
Under Part 1 of the Civil Contingencies Act 2004 emergency services and local 
authorities are defined as “Category 1 responders” and are required to provide 
advice on business continuity management to local businesses and voluntary 
organisations as far as is reasonably practicable. 
 
LINKS 
 
Generic Advice: 
 
The Cabinet Office Background to Business Continuity: 
https://www.gov.uk/resilience-in-society-infrastructure-communities-and-businesses 
 
Suffolk Resilience Business Continuity Advice: 
http://www.suffolkresilience.com/business-continuity/ 
 
The London Prepared BCM Toolkit: 
http://www.london.gov.uk/mayor-assembly/mayor/london-resilience/preparing-your-
business 
 
The Business Continuity Institute: 
http://www.thebci.org/ 

https://www.gov.uk/resilience-in-society-infrastructure-communities-and-businesses
http://www.suffolkresilience.com/business-continuity/
http://www.london.gov.uk/mayor-assembly/mayor/london-resilience/preparing-your-business
http://www.london.gov.uk/mayor-assembly/mayor/london-resilience/preparing-your-business
http://www.thebci.org/
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Part N 
Other Important Issues 

 
There are other issues that businesses often ask about. The three most common 
‘other’ areas are protecting intellectual property (copyright, trademarks, patents and 
designs), the payment of business rates and business planning and access to 
finance. 
 
Business Rates are usually paid to the local authority by the occupier of business 
premises. They are effectively contributions towards the cost of services provided by 
local authorities. Even if you are working at home the part of the property used for 
business may be liable for business rates. This depends on the extent and frequency 
of the non-domestic use of the room or rooms used for business. You can find out 
your rates bill by contacting the district council. Small business relief may be 
available in some circumstances. 
 
Appeals or requests for revaluations can be made to the Valuation Tribunal for 
England. If you are moving to new premises you can find out the rateable value by 
contacting the district council or using the Valuation Office Agency 
https://www.gov.uk/government/organisations/valuation-office-agency. If the building 
is a new or unoccupied you can ask the Valuation Office to assess the property. 
 
Intellectual Property is your own property and it is advisable that you take steps to 
protect it. The Intellectual Property Office has a range of resources that you can use 
for guidance. Advice is available on the circumstances in which you can apply for 
patents, and how your local Trading Standards office can help protect them. You can 
also learn about applying to the Intellectual Property Office’s Trade Marks registry to 
use a registered trademark and to remain aware of other trademarks that are being 
applied for. Advice is also available on steps you can take to protect copyright on 
your work and how to apply for a design to the visual appearance of your product or 
part of your product. 
 
Business Planning & Access to Finance are areas where small businesses often 
require assistance. We believe that small businesses are the engine of the UK 
economy. Yet their size means they often lack the financial expertise needed to get 
off the ground, raise finance, create jobs and grow. There are a lot of grant and loan 
systems available to help businesses and it is worth speaking to the Mid Suffolk and 
Babergh Economic Development team to find out what you could get. The New 
Anglia Growth Hub - http://www.newangliagrowthhub.co.uk/ have advisors who 
give free and impartial advice to help anyone from the self-employed to larger, well 
established companies and will find out if there are any grants or other financial 
support to help your business. The Institute of Chartered Accountants of England 
and Wales (ICAEW) have a Business Advice Scheme that offers SMEs a helping 
hand. The scheme offers businesses a free advice session with a qualified ICAEW 
chartered accountant. Businesses can use the BAS website 
www.businessadviceservice.com to find their nearest office. Advice is be available 
on a range of topics including, how to grow a business, securing loans, capital and 
finance, keeping staff and creating new jobs, meeting tax and regulatory 
requirements, export planning, planning for long term sustainable growth, debt 
management and other legal issues. 
 
 

https://www.gov.uk/government/organisations/valuation-office-agency
http://www.newangliagrowthhub.co.uk/
http://www.businessadviceservice.com/
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LINKS 
 
Mid Suffolk District Council: 
http://www.midsuffolk.gov.uk/council-tax/business-rates/ 
Revenues Department, Mid Suffolk District Council, Grafton House 15-17 Russell 
Road, Ipswich IP1 2DE 
Email: business.rates@ipswich.gov.uk 
Telephone: 01473 433851 
 
Babergh District Council: 
http://www.babergh.gov.uk/council-tax/business-rates/ 
Revenues Department, Babergh District Council, Grafton House 15-17 Russell 
Road, Ipswich IP1 2DE 
Email: business.rates@ipswich.gov.uk 
Telephone: 01473 433851 
 
Valuation Office Agency: 
https://www.gov.uk/government/organisations/valuation-office-agency 
 
Intellectual Property: 
Intellectual Property Office: 
https://www.gov.uk/government/organisations/intellectual-property-office 
IPO, Concept House, Cardiff Road, Newport, South Wales, NP10 8QQ 
Phone: 0300 300 2000: Email: information@ipo.gov.uk 
Advice on Business Planning and Access to Finance: 
Institute of Chartered Accountants England and Wales (ICAEW): 
http://www.icaew.com/ 
 

3. Other Useful Links and Business Organisations 
 

 Babergh District Council. 
Local Authority providing business support services including finding 
premises, grants for property conversion and details of loan schemes in the 
Babergh area. http://www.babergh.gov.uk/ 
 

 BIS, UK Government. 
Provides information on Enterprise and Business Support. 
https://www.gov.uk/government/organisations/department-for-business-
innovation-skills 
 

 British Standards Institution. 
Leading independent business services organisation providing standard-
based solutions in more than 140 countries. 
http://www.bsigroup.com/en-GB/ 
 

 Building Research Establishment. 
The world's largest non-government research body for the built environment 
and provides research, training and environmental accreditation. 
http://www.bre.co.uk/ 
 

http://www.midsuffolk.gov.uk/council-tax/business-rates/
mailto:business.rates@ipswich.gov.uk
http://www.babergh.gov.uk/council-tax/business-rates/
mailto:business.rates@ipswich.gov.uk
https://www.gov.uk/government/organisations/valuation-office-agency
https://www.gov.uk/government/organisations/intellectual-property-office
mailto:information@ipo.gov.uk
http://www.icaew.com/
http://www.babergh.gov.uk/
https://www.gov.uk/government/organisations/department-for-business-innovation-skills
https://www.gov.uk/government/organisations/department-for-business-innovation-skills
http://www.bsigroup.com/en-GB/
http://www.bre.co.uk/
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 Chamber of Commerce Suffolk. 
Suffolk Chamber working with leading organisations to deliver the very best 
services, business information and advice. 
http://www.suffolkchamber.co.uk/ 
 

 Energy Saving Trust. 
Will help you save money, combat rising energy bills and play your part in 
helping to fight climate change. 
http://www.energysavingtrust.org.uk/ 
 

 Federation of Small Businesses (East Anglia). 
Provides information on the East Anglia Branch. 
http://www.fsb.org.uk/default.aspx?loc=110 
 

 Find a Chartered Accountant. 
Find a Chartered Accountant helps businesses and individuals to find and 
engage their perfect financial expert. You can be confident that all firms listed 
have at least one ICAEW Chartered Accountant and are monitored by 
ICAEW. http://find.icaew.com/ 
 

 Gov.uk. 
Gov.uk is government's online resource for a wide range of services and 
information, including business support. https://www.gov.uk/ 
 

 GRANTfinder. 
GRANTnet is a free to use service that can help businesses find suitable 
sources of funding. http://www.grantfinder.co.uk/index.php 
 

 Intellectual Property Office. 
Helps you get the right type of protection for your creation or invention. 
https://www.gov.uk/government/organisations/intellectual-property-office 
 

 Ipswich and Suffolk Small Business Association (ISSBA). 
ISSBA is here to support you, by way of connecting you with other like-
minded business owners through our website, newsletters, full directory, 
annual exhibition and our lively and successful networking events. 
http://www.issba.co.uk/ 
 

 Local Food. 
Local Food is a £59.8 million programme that distributes grants to a variety of 
food-related projects which help make locally grown food accessible to local 
communities. 
http://www.localfoodgrants.org/ 
 

 MENTA. 
Provides advice on starting a business, business planning and business skills 
workshops. 
http://www.menta.org.uk/ 
 

http://www.suffolkchamber.co.uk/
http://www.energysavingtrust.org.uk/
http://www.fsb.org.uk/default.aspx?loc=110
http://find.icaew.com/
https://www.gov.uk/
http://www.grantfinder.co.uk/index.php
https://www.gov.uk/government/organisations/intellectual-property-office
http://www.issba.co.uk/
http://www.localfoodgrants.org/
http://www.menta.org.uk/
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 Mid Suffolk District Council. 
Local Authority providing business support services including finding 
premises, grants for property conversion and details of loan schemes in the 
Mid Suffolk area. 
http://www.midsuffolk.gov.uk/business/economic-development/ 
 

 National Apprenticeship Service 
Get advice on employing an apprentice. 
https://www.gov.uk/take-on-an-apprentice 
 

 New Anglia Growth Hub. 
Providing free and impartial support for both existing businesses and those 
wishing to start their own business, across Norfolk and Suffolk.  
Web - http://www.newangliagrowthhub.co.uk/ 
Telephone Helpline - 0300 333 6536 
 

 Start Up Loans Company. 
The Start Up Loans Company is a government funded initiative that provides 
start up support in the form of a repayable loan together with a business 
mentor for young entrepreneurs across England and Northern Ireland. 
http://www.startuploans.co.uk/ 

 

 Suffolk County Council. 
Provides information on advice and guidance for new and existing business in 
Suffolk. 
http://www.suffolk.gov.uk/ 
 

 The Law Society. 
Find a local solicitor. 
http://www.lawsociety.org.uk/ 
 

 Universal Jobmatch. 
Use Universal Jobmatch to advertise jobs and search for jobseekers whose 
CVs match your needs. 
https://www.gov.uk/advertise-job 
 

 UKTI. 
Supports businesses that want to trade and invest overseas. 
https://www.gov.uk/government/organisations/uk-trade-investment 
 

 Young Enterprise. 
Young Enterprise is the UK's largest business and enterprise charity. 
http://www.young-enterprise.org.uk/ 

http://www.midsuffolk.gov.uk/business/economic-development/
https://www.gov.uk/take-on-an-apprentice
http://www.newangliagrowthhub.co.uk/
http://www.startuploans.co.uk/
http://www.suffolk.gov.uk/
http://www.lawsociety.org.uk/
https://www.gov.uk/advertise-job
https://www.gov.uk/government/organisations/uk-trade-investment
http://www.young-enterprise.org.uk/

