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SMALL BUSINESS TOOLKIT
Although for some traditional businesses lockdown
has undoubtedly proven a real challenge, we have
become aware that the situation has also given some
people the opportunity to plan the business they have
always dreamt of and given them the time to do so.
Many people who have been made redundant are also
considering their work-life balance, identifying new
markets and looking to the future.
To support these exciting ventures, and those other
new and small businesses who have ambitions to
grow, Devon & Plymouth Chamber have created this
electronic booklet comprising a whole range of advice
and guidance.
It has been populated by our members who have the
relevant expertise and experience to share.
We have identified a whole range of key topics that
business owners need to be thinking about on top
of providing a service or product and getting it to
market. However, no business owner is ever an expert
in everything and we all need a little help from others
who specialise in those fields, and this is your free
resource.
Each topic has a dedicated page of tips, advice and
guidance and includes links to further reading or
support tools, as well as information on how you can
source further guidance.

that you would like us to include, or that you feel
would add value to the information already included,
please get in touch.

Roundtable Workshops
As an added value to both contributors and small
businesses we plan to host a series of roundtable
events (when we are able to do so), where our
specialists will be invited to meet and offer new
businesses support in the form of a 10-minute
educational talk followed by 10 minutes’ Q&A on each
table. Whether these are face to face or virtual will
naturally be dependent on how and when we are able
to deliver live events, but the Chamber has the ability
and facilities to adapt either way, and we have seen
some great value from recent online events.

We are very appreciative of our members who have
contributed to this Toolkit.
As this is a digital ‘toolkit’ it can be updated as and
when new information needs to be added, ensuring it
remains fresh and giving opportunities for additional
content to be included. So if you have another topic
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STUART ELFORD
Chief Executive
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Legal Status, Structure & Tips

TOP TIP!

LEGAL STATUS, STRUCTURE
& TIPS

Think carefully
about how you would
like your future business
to operate.
Future-proofing now
can save time
and costs.

Where do I start? Starting a new business requires ideas,
thoughts, planning and time. Complex and often difficult
decisions need to be made from the outset, sometimes leaving you feeling rather
muddled. You can alleviate this feeling by speaking with local experts who can
provide you with guidance and advice from the outset. We have just the team at
GA Solicitors to help you get you off to the best start.

Choosing a legal structure
Choose a legal structure that will complement the
way you wish to do business now and in the future.
Adaptions to structure can be made throughout the
business’ life but it is helpful to consider the business’
key objectives and goals at the outset. Your starting
point should be your business plan. It will often signal
you to the most appropriate structure for the way
your business works or plans to work.

partners have responsibility for the business. A
partnership can employ staff, buy land and enter into
contracts but it is the partners who are responsible for
the liabilities and debts which are incurred.
Although less formally structured than a company,
partnerships are commonly governed by a Partnership
Agreement clarifying the partners’ responsibilities,
division of ownership, liabilities and entitlement
to profits.

Sole trader

Company

Often referred to as being self-employed, the business
is owned and operated by a single individual. The
owner is responsible for running the business and
complying with any applicable legal requirements with
no legal distinction existing between the owner and
the business.

Registering a company creates a separate legal
personality that can in its own right can employ staff,
own land, borrow money. There is limited liability for
the shareholders (owners) of the company with the
company being responsible for its liabilities rather than
the person who has created it. A company is more
intensely regulated than a partnership with a greater
requirement for reporting.

A low-cost set up for ‘straight-forward’ business
proposals, many owners prefer this option, retaining
more control over the way the business operates.
However, it is important to understand that the owner
is fully responsible for any debt the business incurs.

Partnership
A partnership is not a separate legal entity and,
despite operating under a partnership name, all

What else should I consider?
As well as deciding on your preferred business
structure, you should also consider a variety of
other points:
The purpose and objectives for the business
The product or service you are selling

www.GAsolicitors.com

James Peterson
Partner
Tel: 01752 203520
james.peterson@GAsolicitors.com
GA Solicitors
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Serena Willis
Commercial Advisor
Tel: 01752 513570
serena.willis@GAsolicitors.com
GA Solicitors

Gill Akaster House
25 Lockyer Street
Plymouth
Devon
PL1 2QW
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The future goals of the business; your finances and
start-up funds
The management of your expenses
The legislation or regulations you will need to 		
comply with
The business premises including the need to 		
negotiate a purchase or lease
Your responsibilities for the premises
Who you need to inform and register with
Your plans for sustainability or growth
Your insurance provisions to cover the risks to
your business
Your need for a payroll system or to provide a 		
workplace pension to eligible staff
There are a number of other “critical documents”
which will govern the way your business works that
you should consider now:
Terms of business set out the key conditions 		
between you and your customer whether you 		
provide a product or a service
Employment contracts set out your legal 		
relationship with your employees and must be 		
provided in writing to anyone classed as
an employee
A shareholders’ agreement describes how 		
the company should operate and the rights and
obligations of each shareholder, ensuring protection
and fairness for each party
Data protection and data sharing policy governing
the way you collect, store, share and use data you
collect on behalf of the business
Health and safety policy

or sell goods from abroad. Requirements vary from
business to business so ensure that you are compliant
by understanding yours before you start.

How can we help?
Bringing your idea into reality requires a lot of
planning and seeking advice is often the key to a
confident start. Our Commercial Team at GA Solicitors
are a local and approachable resource who can
provide practical advice in a commercial style. We are
on hand to offer advice on general commercial queries
or specific structures, draft critical documents, provide
advice on company restructures, sales, mergers
and acquisitions and provide advice on intellectual
property protection and trademarks.
Our Commercial Property Team can assist with
purchasing or selling freehold premises, extending,
changing or ending a lease, explaining your rights
and responsibilities as a leaseholder or resolving
leaseholder disputes.
Visit our website for more information on James
Peterson and Serena Willis.

James and his team have a refreshingly
commercial and practical approach. This has
enabled us to achieve our key commercial
objectives quickly and cost-effectively, whilst making
sure we are legally bullet-proof. With this platform and
advice we have been able to grow into a reputable and
profitable company. I wouldn’t hesitate to recommend
them to other businesses.
Lewis Boyles-White
Managing Director, Core Blue

Inform yourself
Dependent on the type of business you plan to
operate, specific rules may apply, for example rules
governing how you sell goods online or how you buy

ABOUT US
GA Solicitors is an award-winning law
firm with seven dedicated, specialist
departments, all of which are renowned
for providing unrivalled levels of client
service. Supporting businesses and
individuals from its offices in Plymouth
and Bath, GA Solicitors delivers a
modern and effective approach to law,
complemented by a 200-year history of
expertise and legal knowledge.
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Social Enterprise

TOP TIP!
Having a visible social
impact to your business
can help strengthen
relationships with your
customers and support
business growth.

STARTING A SOCIAL
ENTERPRISE

You may be wondering what social enterprise really is,
simply put – social enterprise is business with a social
conscience. A way of doing business that allows entrepreneurs and organisations
to give back to the community and causes that are important to them.
There are no limits to what kind of organisation can
be a social enterprise; as a sector we cover hospitality,
education, green spaces, property management,
recruitment services, healthcare and so much more.
And it isn’t all about small and local, in fact, two
out of five of the largest employers in the city are
social enterprises and the sector employs almost
10,000 people whilst bringing in £580 million each
year to Plymouth. As well as all of the strategy and
policy-making work we do on the behalf of our
members, joining the network comes also with a host
of practical benefits including being part of a directory
of socially-responsible businesses and discounted
access to an international accreditation mark.
A social enterprise isn’t actually a business model;
it’s a way of doing business and an intent to use your
business to make a difference.

a cooperative with a shared responsibility, a CIC with
a traditional structure, a registered society, a charity
or even a more traditional company that chooses to
make a difference with it’s actions and profits.
One of the biggest benefits to being a social
enterprise is the amount of support available to you
as you start and grow your business. Many social
enterprises are eligible to apply for grants and
business support in a way that traditional business
models can’t.
If you’re looking at starting a social-purpose
organisation or would like to learn more about how
your existing business can make a difference then get
in touch for support.
We believe in collaboration and communication, we
believe that working together with valuable partners
like the Devon and Plymouth Chamber, Plymouth
City Council and the South West LEP we can create a
future for Plymouth where businesses and community
can work together to become a stronger, healthier
place to live and work. We believe that the future of
business is social.

The practical methods of running a social enterprise
tend to fall in to one of these three types;
Profit-generating trade where profits are used to
give back to a cause
Trade Off where profits are made directly from an
activity which also has social impact, and
Lock step model that provides social impacts which
increase or decrease in parallel with the financial
returns.
In terms of what model you choose there are a
myriad of adaptable and flexible ways to give you the
business that you really want to run. You could work as

TP]QSYXL
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Jess@plymsocent.org.uk
www.plymsocent.org.uk
Devonport Guildhall
Ker Street
Plymouth
PL1 4EL
Jessica Holliland
Communications and
Membership Manager

ABOUT US
Plymouth Social Enterprise
Network is the driving
force for a more inclusive
and purpose-led way of
doing business in Plymouth.
With more than 200 social
enterprises working across
the city, we work with
partners and policymakers
push for an economic system
where profit for purpose
becomes the norm.

Plymouth Social Enterprise
Network
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Brand & Design

TOP TIP!

BRAND & DESIGN
Good design, is good business. Competition is fierce and
people are inundated with choices, so how do you reach
beyond the noise to deliver engaging brand experiences
that no other competitor can replicate, regardless of
whether you are a ‘David’ or a ‘Goliath’?
Over the last 20 years we have delivered brand
workshops to fuel our design work and help build
cultural communication and design frameworks, that
align our customers’ vision and goals with what they
want people to think and feel about their brand. We’ve
done this locally with start-ups and small businesses
and we’ve done it for national and global brands.
Regardless of your size, we believe the following
tips will arm you with a foundation to help focus,
differentiate and communicate your offer, to come
out the other side of 2020, a stronger and more
compelling brand.

Tip 1: Define
Why does your business exist beyond making 		
money… what is your purpose?
What does your business look like in 5 years’ time…
what is your short term mission?
How do you want people to think and feel about
your brand… what is your brand personality?
What are the guiding principles that aid your 		
decision-making and behaviour… what are your values?

Tip 2: Review
Map your existing brand touchpoints and review your
messaging, design and content… do they align with
your new definition of how you want your business to
be perceived? Look at everything from logo, marketing
and websites, to how everyone in your organisation
communicates directly with customers and suppliers.

People respond best
to brands that are
engaging, personal,
memorable and above
all what they perceive
as authentic.

People? Do your current recruitment and management
of employees reflect the given principles of your brand?
Are you creating a positive culture that is aligned with
your purpose and mission?
When reviewing your brand it’s important to remain
objective, free yourself from personal bias and reflect
honestly. This can be difficult but it’s crucial!

Tip 3: Design
Find the best way that works for you and everyone
you work with to understand your brand framework.
Don’t be tied to producing a brand manual if it won’t
get used or isn’t easily accessible.
Now you know how you want people to think about
your brand, all the touchpoints that need designing
(brochures, websites, logo etc) should be created with
that focus. If your brand personality is memorable,
playful and daring that should come across in your
use of imagery, colour, language and layout. Rather
than being restrictive, the brand framework allows the
creativity of design to be focused, relevant, targeted
and engaging.
This will save time and money in the long term whilst
enabling you to produce a mass of marketing that is
harmonious and on point.
Focus first on your high-frequency touch points and
then roll out across the rest of your marketing until
everything is aligned.
If you need support with defining, review and
implementing your brand strategy, call us.

ABOUT US

info@crunchcreative.co.uk
Tel: 01752 777506
Nick Jackson
Creative Director
Crunch Creative Design Ltd
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www.crunchcreative.co.uk
Officers Quarters, Studio 3
Crownhill Fort
Plymouth
PL6 5BX

Crunch Creative is owned and
run by Nick Jackson, a Certified
Brand Specialist (under the
tutor and branding legend Marty
Neumeier), Certified Design
Sprint Facilitator and Creative
Director. We support Owners,
Directors and Senior Managers
with Strategic Consultancy
and Creative Design to create
compelling brands.
uk.linkedin.com/in/
ncjackson/
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Accounting & Tax

TOP TIP!

ACCOUNTING & TAX
FOR START-UPS
Adam Croney, Director at Thomas Westcott
Chartered Accountants, runs through the key
accounting and tax steps start-ups should take.

Registering your company
You will need to register your company at Companies
House. Once they have received the forms from
you, HMRC will send you a ‘Notice to complete a
Corporation Tax return’, giving the company’s accounts
office reference and information on how to pay.
The company will pay Corporation Tax on its profits
(which your accountant will calculate for you) at the
current corporate tax rate.

Keeping books
You are responsible for keeping records that show a
true and fair picture of the company’s finances. We
recommend our clients use a Cloud system, which can
feed in direct from your bank statements and allows
you and your accountant to access your records
anytime, anywhere.

Filing your accounts
You have 21 months from the date of incorporation to
file your first accounts, and nine months from the end
of each subsequent financial year. Your accountant
can prepare and submit your accounts, which must be
filed in compliance with the Companies Act.
Your accounts will be publicly available on the
Companies House website.

Charging VAT
Any business can register to charge VAT, but it
becomes mandatory when annual turnover exceeds
£85,000. If registered, you can claim back the VAT you

When starting your
business, getting organised
with your record-keeping
should be a priority. A simple
spreadsheet can be sufficient at
first. Keeping your records in order
helps with your company filings
and gives you key information
about your business to help
you make decisions as
you grow.

pay on goods
or services.
If your customers are VAT-registered businesses, they
will be able to claim back the VAT you charge.
If you’re incurring lots of VAT, consider registering
for VAT early, as you will be able to claim this back,
helping your cash flow.

Paying yourself
You could pay yourself through salary or dividends –
or a combination of the two. It is important to take the
right approach, from a legal and tax standpoint. With
your accountant, review the level of monthly drawings
you need and are confident the company can meet to
determine the most tax efficient way of funding them.

Claiming expenses
For expenses to be allowable for tax purposes they
must be ‘wholly and exclusively’ incurred for business
purposes. Two of the most common areas are the use
of cars and homes for business purposes. If you are
in any doubt as to whether an expense is allowable,
include it in your records and your accountant can
advise you.

Choosing an accountant
A good accountant is a trusted advisor who really
understands your business. Choose someone who you
are confident can guide and support you as you grow.
An accountant with local knowledge and experience in
your sector can be a great help.

ABOUT US

plymouth@thomaswestcott.co.uk
Tel: 01752 666601
www.thomaswestcott.co.uk
Adam Croney
Director
Thomas Westcott
Chartered Accountants
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Plym House
3 Longbridge Road
Marsh Mills
Plymouth
Devon
PL6 8LT

With 28 partners and
more than 250 staff in 17
offices, Thomas Westcott
has the largest network
of accountancy offices in
the South West and has
supported a diverse range of
businesses and individuals for
more than 30 years.
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TOP TIP!

STRATEGIC PLANNING
Do you ever wonder why some Companies are successful
and perform better than others? Or why some are hard to
beat and others are not? The answer – great Companies
have well thought-out strategies.

A strategy focused
firm is much more
likely to be a successful
bottom line performer
than one who is not.

For example, companies like Amazon have been
successful for years because their strategy is tightly
tied to their vision. Amazon is known as the most
customer-centric company in the world. Its products
and services provide a seamless experience, where
people can come to a place, find, discover and
buy online.

2.

It brings a sense of focus because a strategic
plan establishes a direction for your business to
take, it will help it sharpen its focus in order to get
there. Strategic planning can therefore help your
organisation develop the right goals and targets
and help everyone focus their efforts into
meeting them.

A common misconception is that strategic planning
is only for large companies. But the reality is that
most businesses can greatly benefit from the exercise.
Whether it’s buying a competitor, increasing your
capital or aiming for higher growth, you need the right
strategies, structure, plans and controls in place to
optimise the return on your investment.

3.

It improves your business’s self-awareness.
Taking the time to establish a comprehensive
strategic plan means your business has a better
awareness of its strengths and weaknesses and
where it stands in the market, both individually
and in relation to competitors.

4.

It gives your employees something to work
towards. Strategic planning isn’t just beneficial for
those highest up in the management hierarchy
– it gives everyone in the organisation a sense of
purpose. With a definitive mission and clear goals
and objectives to work towards, your staff will
know their efforts count towards something and
will be motivated to do their job.

Strategic planning involves looking at where you
want your company to be in the next 3 to 5 years and
determining what you need to do to get there. If you’re
always busy putting out fires, you may feel you have
no time for planning. But by developing big-picture
strategies to guide your day-to-day operations and
setting goals, you’re no longer flying blind. A long-term
plan simply increases your chances of success.
Effective strategic management can bring many
benefits to any business – here are just four examples.
1.

Inspire provides help and guidance with creating
your plan and free (funded) workshops to provide a
framework for a successful strategic plan.

It outlines a clear path for your company. No
business can hope to succeed by not having a
plan and simply hoping to stumble across success.
A strategic plan works like a roadmap, clearly
defining the best route for your organisation to
take in the years ahead. Whether it covers one,
three or five years into the future, a strategic plan
can help guide your organisation to meet the
challenges that lie in wait.

ABOUT US

rob@inspirebiz.co.uk
Tel: 01225 355553
Mob: 0773 087 0184
www.inspirebiz.co.uk
Rob Perks
Chief Executive
Inspire Elite
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Heywood House Business Centre
Park Lane
Heywood
Westbury
BA13 4NA

Inspire is a not-for-profit business
support organisation. We are
part-funded by Government and
part by our members. This means
we can deliver exceptional value
to all small to medium-sized
businesses across the South West.
We focus on strategic planning,
connecting members to free
resources as well as carefully
selected commercial partners
to fill the gaps every business
experiences in reaching their goals.
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Premises, Location & Facilities

TOP TIP!

PREMISES, LOCATION &
FACILITIES
Here are a few tips of what to consider before committing to
renting any business premises.

Do your research,
find out about notice
periods, how much
rental and deposit is
required and how easy
it is to contact the
landlord.

Why choose the Millfields Trust?

Business location
Where do you need to be located geographically?
Where do you want to work and have you considered
the work-life balance? Do you require physical office
space, co-working space, virtual office, storage,
industrial space or meeting space?

First impressions of the commercial
space and landlords
Communication of your potential landlord gives you
an indication of how they will treat you as a tenant.
Are they transparent with pricing? When you view
the premises, what are your first impressions and gut
instincts of your surroundings? Do you feel welcome?
Are other tenants happy?

Flexible work space options – Virtual office, storage,
co-working, offices and light industrial
Social Enterprise Landlord, based on site
Free networking and knowledge exchange 		
workshops
Free advertising (website, business community)
Establish a work-life balance – going to the office
Bounce ideas with budding entrepreneurs
Meeting space
Collaboration with events/projects
Inter trading within our business community
Covid-19 secure

Leases/pricing
Ask if the leases are flexible or fixed? How often are
they reviewed? What is included in the rental charge
such as service charges, business rates, broadband,
telephone, cleaning? How much deposit is required?
All important factors when budgeting.

How do you apply to rent premises?
Typically, a simple application form is required asking
for details of your business and references. It will
be useful to inform your referees and they will be
contacted by your future landlord to speed up the
application process. Once the application has been
approved (this is normally a matter of days), payment
for the deposit and first month’s rent is required before
signing of the lease and handing over the keys! This
does depend if the premises are already vacant.

Where better to start your business journey than
the Millfields Trust, a place where business and the
community come together. Located in the heart of
Stonehouse, the Trust is a trading Social Enterprise
working in partnership with Plymouth City Council,
local businesses and the community to help regenerate
our community.
With operational expertise and customer service skills,
our on-site team is here 9am-5pm, Monday to Friday
to provide everything you need to keep your office
running smoothly. Find out more from our website
www.millfieldstrust.com or contact us as per below.

info@millfieldstrust.com
Tel: 01752 660837
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Mandy Toze
Business Development Manager

Sadie Chambers
Business Development Manager

Millfields Trust

Millfields Trust

www.millfieldstrust.com
237 Union St
Stonehouse
Plymouth
PL1 3HQ
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Health & Safety

TOP TIP!
Obtain competent
advice to ensure you
have identified all the
risks within your
business.

HEALTH & SAFETY
- COMPANY OBLIGATIONS
Who is responsible?
Employers have legal responsibilities under the Act
and each health and safety regulation (and there are
a few!). But it all boils down to the fundamental need
to prevent harm to those who may be affected by
your work. These employer duties apply to directors,
business owners, and self-employed persons.
If you are an employer you should be aware that
employer responsibilities do not only apply to
employees. They can also apply to others. Visitors.
Temporary workers. Clients. Employees of other
employers working in shared premises or site. Even
members of the public.
Below is a summary of employer health and safety
responsibilities:
Ensure the health, safety and welfare of employees
Put in place safe systems of work
Provide a safe working environment
Use safe plant and equipment
Safe use of articles and substances
Provide employees and others with health and safety
information, instruction, training and supervision
Produce a health and safety policy
Carry out risk assessments
Develop emergency procedures
Provide competent HSE advice where necessary
Comply with requirements of health and safety 		
regulations
These are the general health and safety responsibilities
of every employer. They apply to every business in the
UK, of any size or type. These general responsibilities are
laid out in two key pieces of health and safety legislation.

The Health and Safety at
Work etc. Act and the Management of Health and Safety
at Work Regulations.

Risk assessments
Every employer must conduct a risk assessment to
identify potential health and safety hazards. They are
then required to act on it to minimise risks to their
staff or anyone else at their workplace.
Risk assessment is the cornerstone of an employer’s
management of health and safety. Under the
Management of Health and Safety at Work Regulations
1999, employers must make a “suitable and sufficient”
assessment of risks to health and safety.
There are five steps to carrying out a risk assessment:
1. Identify all potential hazards that could cause harm.
These might be mechanical or psychosocial.
2. Work out who might be harmed by the hazards and how.
3. Consider how likely it is that someone will be 		
harmed, and how serious the harm might be.
Based on this information, introduce measures to
control the risk “in so far as is reasonably practical”.
4. Employers with five or more members of staff are
required to record the significant findings of the
risk assessment in writing.
5. Keep the risk assessment under review to ensure
that control measures continue to be applied and
to take account of any changes, such as new 		
working practices or machinery.
Additional information is available directly from the
Health & Safety Executive website:
www.hse.gov/workers/employers.htm

ABOUT US

andy@sasafety.co.uk
Tel: 01626 836366
Andy Appleton
Commercial Manager
SA Safety Limited
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www.sasafety.co.uk
Unit 21, Teignbridge Business Centre
Heathfield Industrial Estate
New Abbott
Devon
TQ12 6TZ

SA Safety has over 20 years
of experience in the Risk
Management industry. We
provide consultancy on Health
& Safety, Risk Assessments,
Methods Statements,
Evacuation Planning and
bespoke training programmes
to deliver expert solutions
to small- and medium-sized
enterprises for a cost-effective
way to ensure compliance and
peace of mind.
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Cyber Security

TOP TIP!

CYBER SECURITY
- BUSINESS ESSENTIALS

Consider data
compliance an advantage
(not just a headache). Use
it as marketing opportunity
to show that you really care
and you are protecting
your customers’ data.

Is your SME or family business safe in the event of
a cyber-attack?
Companies of all sizes face many business challenges,
one being maintaining its reputation as well as
ensuring your customer data is kept safe. A good
business reputation is essential to retain customers
and to gain more to grow the business, particularly
during these current challenging times.
Organisations therefore need to understand the risks
they face to maintain their business reputation and
one of the major risks they need to effective manage
is the “Cyber” threat.
Road Mapping your cyber will help you understand
your technology/cyber risks and obtain assurance that
these risks are being effectively and appropriately
managed in the context of your business needs.

1. Understand the current state,
including:
Obtain a high level understand of your business

2. Determine the desired state
Identify the security measures required to 		
protect this information to the required level, 		
appropriate for the size, complexity and nature of
the organisation’s business
Ascertain the gap between the Current State and
the Desired State

3. Design road map
From the gap analysis, design the high level 		
roadmap detailing the key actions required 		
to deliver the technology/cyber governance and
management processes to achieve the desired state
For further information on how BluescreenIT can
support you in putting together your cyber roadmap,
support you in achieving compliance or put in effective
security controls to protect your customer data call on
01752 724000 or email sales@bluescreenit.co.uk.

Identify your future business plans
Understand the nature information you: obtain; 		
process; store and share
Ascertain the sensitivity (commercial and personal)
of this information and the level of protection it requires.
Determine how this information is presently 		
protected: People; Processes; Technology
Ask yourself the following questions:
Are you doing the right things?
Are doing them the right way?
Are you doing them well? and
Are you delivering the business benefits?

ABOUT US

sales@bluescreenit.co.uk
Tel: 01752 724000
www.bluescreenit.co.uk
Sam Snowdon
Chief Marketing Officer
BluescreenIT
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1 Research Way
Plymouth Science Park
Plymouth
Devon
PL6 8BT

BluescreenIT security solution has
been designed to be accessible
to the SME but offer enterprise
performance. By knowing what
to deploy, how to deploy, where
to invest and what not to invest
we provide organisations with a
realistic workable security cost
model. Utilising proven security
technologies combined with trained
professionals we can provide you
with the necessary visibility to
reduce the need to build or service
your own cyber capabilities.

SMALL BUSINESS TOOLKIT

Cyber Security Training

TOP TIP!
Providing cyber
security training to
employees is a crucial step
to reducing data loss and
far cheaper than dealing
with the aftermath of a
cyber breach.

CYBER SECURITY
- TRAINING
For the modern-day online customer it’s all about
immediacy of response coupled with great service. But
they also need to know they are carrying out their online
activities in a safe online environment.
Customers anticipate being able to log in to their
online account and access order history, service usage,
track their order or make a query with a single stroke
of a keyboard or voice command as well as simply
being able to negotiate the products and services
on offer. Take bank loans, customers want decisions
approved in minutes and therefore expect your
business to quickly turn around orders, too.

An example course to start with would be CompTIA
A+ which teaches you to:

Successful business leaders continue to look at how
their IT plays a central role in automating the service
end to end to keep customers happy. Freeing up
labour that a machine could do in order to repurpose
employees can add real value in the customer journey.
On top of this, organisations trading in the virtual age
need to comply digitally as well as physically, while
avoiding disruption and potential closure by cyber
criminals out to gain full access to your operational or
customer information.

Support basic IT infrastructure and networking

Demonstrate baseline security skills for IT
Configure device operating systems, including 		
Windows and Mac
Troubleshoot and problem solve service and 		
support challenges
Configure and support PC and device hardware
Implement basic data backup and recovery methods
Using security and web browsing best practices
For further information on how BluescreenIT can
support your IT skills, compliance or get the best
prices for IT or Cyber training give us a call us on
01752 724000 or email sales@bluescreenit.co.uk

Businesses have little option but to look at how they
gain competitive advantage by turning digital. This
can become an expensive process when contracting
in expertise, so you may be considering building your
own in-house IT and Cyber capabilities in order to
grow and retain customers.
The first step to building your in-house capabilities, is
looking at managing your own digital infrastructure.
Undertaking a professional course could help you not
only look after the network, programmes, devices and
applications that sit on your IT estate but allow you
to apply some basic security measures to keep cyber
criminals at bay.

ABOUT US

sales@bluescreenit.co.uk
Tel: 01752 724000
www.bluescreenit.co.uk
Sam Snowdon
Chief Marketing Officer
BluescreenIT
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1 Research Way
Plymouth Science Park
Plymouth
Devon
PL6 8BT

BluescreenIT are an
internationally award-winning
IT and Cyber Security training
provider. We work closely
with the tech industry,
government departments,
local companies and schools
to provide the training needed
to develop the future IT and
Cyber Security experts.
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Marketing, PR, Communications & Advertising

TOP TIP!

MARKETING, PR,
COMMUNICATIONS &
ADVERTISING

Always remember
that your customer or
your potential customer
- not you - should be at
the heart of all your
communications.

Keeping your business, products and services visible to
your existing clients and potential customers has always been important. Today
it is vital that you are actively managing and developing your reputation, while
listening to what your customers and other stakeholders are saying, to give you
that important commercial advantage over your competitors.
Once you have listened and then created your
approach to your communications these are some of
the things you should be considering:

News releases
Never underestimate the power of a published press
release providing news about your business, product
and service development, new appointments, contract
wins and other activity. Finding the right publications
and having the relationship with the key journalists is
important for getting the coverage that fits with your
wider strategy.
Make sure you publish the news release on your own
website, too, and then signpost it from your social
media content.

Social media
If your social media output was a bit ad hoc pre-Covid
now is the time to make it more professional,
consistent and strategic with considered content and
supporting imagery and graphics. Make sure it aligns
with your core values and messages, but don’t make
it all about you. Don’t be the business that just talks
about itself on its social media all the time.

Case studies

you achieve for clients will touch the pain points of
those people who are looking at your website to see if
you can help them. Include a strong testimonial from
the client, too. Write the case study and write the
testimonial yourself and then ask the client to approve
it or amend it. Give them something to work with
if you ask the client to do it you could be waiting a
while. It won’t be a priority for them.

Blogging
Content on your own website that illustrates the
problems and issues that you solve can be reassuring
for people considering hiring you or buying your
goods. Blog posts give you the chance to show your
expertise and opinion on key issues in your sector and Google loves that new and fresh content, too.

Creative ideas
If you have a team of people spend some time
brainstorming ideas for news stories and other activity
that could get your brand noticed. Get a pipeline of
activity and content for the next six to nine months.
Always remember that all of this communications
output has to put your customer at the centre of the
story, answer the questions your customer is asking and
persuade them that you can deliver what they need.

Well-written examples of how you work and what

ABOUT US

kevin@briscoepr.co.uk
Tel: 01752 395082
www.briscoepr.co.uk

Kevin Briscoe
Director
Briscoe PR
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Plymouth Science Park
1 Davy Road
Derriford
Plymouth
PL6 8BX

We help businesses like yours
communicate what they do,
creating greater awareness
of their brand, increasing
enquiries for their products
and services and, ultimately,
more sales. We do that
through online and offline
media coverage, social media
content and activity and
creative PR. We are based in
Plymouth and Fareham.
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Animation & Video

TOP TIP!
Six reasons to use
animation: it is engaging,
visual, it stimulates
the brain, simplifies a
message, helps retain
attention and is
cost-effective.

ANIMATION & VIDEO CREATING ENGAGEMENT
Award-winning animation and video production company,
Pushed, creates inspiring and compelling content - whether
you need to inform, educate or sell - we deliver results.
Want to engage visitors to your website or tell a
complex story in under sixty-seconds? Need to sell
your product, offer or service? Have a new product
you want to showcase? Looking to re-engage your
home-working work-force or bring your training to life?
We love to solve a communication challenge; and have
the experience, talent and skills to create a solution
that delivers real results.
Visual content is a powerful communication tool
- able to engage your target audience and deliver
clear messaging, effective training or change audience
behaviours.
It can pack an emotional punch. It can motivate or
excite audiences of all ages. It can take a complex,
challenging topic and make it simple to understand
and memorable.

Versatile and talented, we have a friendly and creative
team with the professionalism and expertise to ensure
every project is delivered on time and on budget,
whatever the challenge.
From skilfully-drawn 2D infographics and 3D
character-led animation to high-quality filming and
drone work; we have experience working across all
visual styles, platforms and for all types of audiences.
Whether you need help wowing TV audiences with
sixty-seconds of fantastic sales content or distilling
a complicated message into something palatable we can find a solution that fits your budget, without
losing any engagement, impact or effectiveness.
Whatever the project, we bring creativity, imagination
and a bit of fun. Talk to us today to find out how we
can deliver results for you.

When it comes to creating engagement, animation and
video are hard to beat, and we are here to help you
harness that engagement power and get you results.
We have a tried and trusted methodology that
we have used to deliver everything from tourism
promotion to educational content, corporate
messaging to TV commercials, for all types of clients,
big and small, from established international brands to
start-up local organisations.
We will work with you to devise a strategy that
uncovers the right creative approach, message, style
and format for your project, before devising a plan to
reach your audience and deliver that content, bringing
it all to life.

ABOUT US
Pushed is an award-winning
animation and video
production company based in
Plymouth and Southampton.
dave@pushed.co.uk
Tel: 01752 346507
www.pushed.co.uk
Dave Meadows
Pushed
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43 Merafield Road
Plympton
Plymouth
Devon
PL7 1TL

Established for nearly 15
years, Pushed produces
engaging, insightful and
compelling content for
clients of all sizes, helping
them achieve their goals,
whether that is to build brand
awareness, increase sales or
educate their audience.
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Ecommerce

TOP TIP!
First impressions count!
Investing in the design and
performance of your website
can have a dramatic impact
on customer confidence
and sales. A reliable,
easy-to-use experience
is essential.

ECOMMERCE

The UK eCommerce market is one of the biggest in
Europe and is still growing rapidly, driven in part by the
increase in usage of mobile devices, the convenience
and trust in online shopping. Here are some core
factors to consider to put you at a commercial
advantage over your competitors, whether you are a start-up, already have an
online business or are considering changing platform.

What to consider
Decide on your platform - There are many
eCommerce solutions available and your particular
circumstances will dictate which is the most
appropriate. Each platform provides different
trade-offs of flexibility, ease of use and total cost
of ownership. We can help you choose a platform
that meets your needs. If you already have your own
website and want to add eCommerce functionality,
there are several platforms that can integrate with your
existing site or act as their own standalone website.
Future growth, flexibility and integration - Are there
limitations to the number of products and product
lines? Can you scale up as your business grows and
add extra features to the site without a big additional
expense? Does the platform integrate with your
existing systems and marketing channels?
Website security, maintenance, performance
and SEO - It is essential your website is actively
maintained, with any updates being applied in a
timely manner to mitigate security issues and protect
your customers and business. Ensure your site is
performing at its best in regards to loading speed and
search engine results and that it is mobile friendly.
Customer payment options - What payment services
can it integrate with? How do their transaction fees
compare and are there fixed costs per transaction?

Tech support - Look for an eCommerce platform that
offers good customer support.
Hosting and backups - Choose an experienced
hosting provider that has a comprehensive backup
and recovery plan that is regularly tested.
Analytics - In-depth analytics can provide you with
a wealth of information to refine your customer
experience. Tools like Google Analytics allow you to
gain insight into how your site is used, how changes
affect your sales and ultimately generate more
revenue over time.
Photography and user experience - Invest in good
quality photography to make a strong immediate
impression on the buyer. Show multiple angles of your
product so buyers can fully understand and visualise
the item. Ensure your site is easy to use, search and
navigate, and has an engaging design which presents
your business in the best light.

And finally...
If you would like advice or recommendations on
choosing the right platform, please get in touch.
Likewise, if you already have an online business and
wish to optimise it, better maintain or move to a
different platform, we can help. Contact us at
info@freewayprojects.com or call 01752 267090
to speak to a member of our team.

ABOUT US

info@freewayprojects.com
Tel: 01752 267090
www.freewayprojects.com
Anna Bailey
Director and Graphic Designer
Freeway Projects Limited
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Fairbairn House
Higher Lane
Plymouth
PL1 2AN

Freeway Projects is a Plymouth
based web development
& creative design agency,
specialising in eCommerce and
website management.
Our in-house expertise allows
us to provide businesses with a
complete solution. Our services
cover consultation, branding &
design, development, hosting,
maintenance and support.
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Recruitment

TOP TIP!

RECRUITMENT - WHAT TO
THINK ABOUT

Respond quickly to
applications and get
people in without delay
for interview. Good
candidates don’t hang
around!

Getting to a point where your business needs new team
members to support and drive your organisation’s growth
is an exciting time. Before diving in however, doing some
groundwork will make the recruitment process both for you and potential
employees a whole lot smoother. And will help you attract the right people with
the skills, experience and values that you’re looking for.

Offer a competitive salary…
Research what your competitors and other companies,
in the area, are paying for similar roles and be clear
on the salary range you’re willing to allocate. Good
companies are prepared to make an offer that their
prospective hire will jump at. Plus, you’ll have the pick
of the best candidates available, who’ll be far more
likely to stay with you for the long-term, too.

…and other rewards
Salary and a competitive benefits package are
important but giving a candidate the feel-good factor
goes a long way. Understand how you can motivate
the type of person you’re recruiting for and be clear on
your vision for them and the role. For example, what
are the progression opportunities? Is there a training
budget? At what points will there be salary reviews?
It’s also good to be open to some degree of flexibility
and means you can overcome any possible stumbling
blocks early on. A little flexibility on hours? Some
financial help towards transport costs? Being able
to adapt to the needs of each applicant can make a
candidate feel valued before they’ve even started.

with recent content. Good news stories are always a
plus and will reinforce that your organisation’s going
places and is a great place to work!

Advertising
When writing your job advert, as well as describing
the role and the skills and experience that you’re
looking for, try to bring your organisation to life. If
there’s some flexibility in terms of skills, qualifications
or industry experience, highlight that as well, to
encourage a diverse set of applications and advertise
the role through a broad range of channels, including
job boards and social media.

Good candidates don’t hang around
Put time in the diary before you start advertising. That
way you can respond quickly to applications and get
people in immediately for interview. The same goes for
making an offer – don’t delay.
If you’re thinking of hiring and are wondering where
to start – or have questions generally about the local
employment market, do get in touch.

Get online-ready
Give your website and any other social channels a
once-over, as candidates will naturally turn to them,
as part of their research. Make sure they’re up to date,

ABOUT US

careers@sarahwest.co.uk
Tel: 01392 873813
www.sarahwest.co.uk

Sarah Knight
Managing Director and
Executive

Darts Farm
Topsham
Exeter
EX3 0QH

We specialise in permanent,
office-based roles including
Executive, Sales, IT, Marketing,
Office Support, Finance,
Customer Service and HR. We
work with many successful,
local SME’s who rely on us
to find them great team
members, who’ll support and
drive their growth plans.

Sarah West Recruitment Ltd
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Employment Law

TOP TIP!

EMPLOYMENT LAW
For many businesses the statement that they are only as
good as the people working with them is absolutely true.
This makes recruitment of employees both crucial and a
huge step in the development of many new businesses.

It is crucial to
provide employees
with clear written
terms of employment
on day one.

This piece considers the day-one employment
obligations of a business.

Holiday and sickness entitlements

The recruitment process has been successful and the
new employee is due to start his or her employment.
Before they start, the business should be prepared to
welcome them and consider what it needs in place on
day one.

Notice

Firstly, the business needs to establish that the
employee has the legal right to work in the UK.
Employing an illegal immigrant can result in criminal
sanctions. The Government have produced useful
guidance on the type of documents to be checked
(www.gov.uk/government/publications/right-to-workchecklist), which we would recommended is reviewed
and used as a guide.
Secondly, since 6 April 2020 a business must provide
all new employees with a written statement of
employment particulars on day one. To be legally
compliant a written statement of particulars must
provide information on the following to the employee:
The identity of the parties
The date continuous employment started

Other paid leave (e.g. statutory maternity leave etc)
Disciplinary and grievance procedures
Pensions
Collective agreements (if any)
If this information is not provided then the employer
will be in breach of its legal obligations, which can
result in claims being made to an employment tribunal1.
It is advisable for employers to include this information
within a contract of employment. The contract can
contain additional information such as the protection
of confidential information, details on commission,
bonuses and overtime, temporary layoffs and data
protection.
Successful employee relations often result from
employers acting consistently, clearly and fairly.
A good contract of employment will allow for all of
these and will help to set the tone of a successful
employment relationship.

Probationary periods
Job title
Place of work
Pay and pay dates
Benefits
Hours and days of work

1 Please

note that such a claim cannot be made as a standalone
claim and must be made with another claim (eg unfair dismissal,
unlawful deduction from wages etc.)

Training requirements

ABOUT US
GA Solicitors has dedicated
solicitors that can advise on all
aspects of employment law.

www.GAsolicitors.com

Rob Zacal
Partner
Tel: 01752 513549
robert.zacal@GAsolicitors.com
GA Solicitors
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For more information on
employment law, please visit
our website here.

Gill Akaster House
25 Lockyer Street
Plymouth
Devon
PL1 2QW

SMALL BUSINESS TOOLKIT

Staff Training & Skills

TOP TIP!

STAFF TRAINING & SKILLS
Safeguard your future with high-quality training for
employees. It has been said time and time again that
a business is only as good as its people, and all good
business-leaders know that a company that invests in
its people will reap the rewards.

Upskilling staff is
vital for business growth,
but also for the retention of
valued employees who will
appreciate a company that
recognises their promise and
encourages professional
development.

Now more than ever, businesses need to not only
maximise the skills of their workforce, but invest in
this workforce to ensure it is well-placed to overcome
challenges in the future.

Digital marketing - with no college attendance
required, this Apprenticeship can ensure you are
reaching your customers in new ways and keeping you
up-to-date with the latest online trends.

Our flexible courses are designed with the needs
of employers underpinning the curriculum. Close
links with our partners and employers have been
fundamental to the praise the College received from
Ofsted, which highlighted how relevant our courses
are for the industries to which our students aspire.
The quality of our university-level provision has
also received the top possible grading, having been
awarded gold by the Teaching Excellence and Student
Outcomes Framework.

Customer service - incorporating aspects of the
business administration framework, the new Customer
Service Practitioner Apprenticeship will train
apprentices to provide high-quality customer service
through developing a thorough understanding of
linking customer and business needs. Customers will
want to return time and time again after receiving an
unrivalled level of service.

We have an extensive range of courses from entry-level
up to degree-level, and our delivery means we are fully
enabled to provide our high-quality training to older
students who attend College alongside employment.
Upskilling staff is vital for business growth, but also for
the retention of valued employees who will appreciate
a company that recognises their promise and
encourages professional development. Apprenticeships are a cost-effective way equipping staff with the
essential skills needed to take your business forward,
with funding available from the Government to help
cover training costs. The level of funding available is
dependent on a number of factors, including the size of
a company’s wage bill - but our Business Engagement
team can answer any of your queries about funding.

Digital and technology solutions - degree-level
Apprenticeship designed to provide businesses with
the technological skills to thrive in the modern world.
Blending core modules with the option to specialise
in cyber security, network engineering and software
development.
To see what training we can provide employers, visit
www.cityplymbiz.co.uk.

Examples of how you can upskill staff through
Apprenticeships:

ABOUT US

employers@cityplym.ac.uk
www.cityplym.ac.uk
From left: Mike Jones,
Emma Chivers, Claire Talbot and
Tim Scott-Lloyd
City College Plymouth
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Kings Road
Devonport
Plymouth
PL1 5QG

City College Plymouth supports
the region’s employers with its
award-winning Apprenticeship
provision, as well as providing a
range of courses and bespoke
training programmes which enable
employees to upskill or retrain to
better support their business’s
requirements.
If you have questions about
Apprenticeships, funding or
anything else in this article, e-mail
employers@cityplym.ac.uk
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Finance, Investment Readiness & Foreign Exchange

TOP TIP!

FINANCE & INVESTMENT

Preserve your cash
- it’s the lifeblood of
your business.

Working capital will be the priority for most businesses
as they navigate their way through their specific market
conditions to a prolonged cash positive position.
Established financial products such as asset finance
may now be worth considering to help reduce
the cash burn. Paying for a hard asset such as a
vehicle over its use is common-place but the same
principle can be applied to soft assets like an office
refurbishment or IT including software. The key is to
arrange the facility in advance so that the funder pays
the supplier direct. Financing an IT project is relatively
easy when new but much more difficult to do
retrospectively as it is perceived to be a cash-raising
exercise and subject to tougher scrutiny.

the software should make the process as simple as
internet banking.
If you are currently on a trajectory that will need a
working capital injection now is the time to look at
strategic changes and the consequential finance
requirements. Clearly many markets have changed
as a result of the pandemic and ignoring the impact
could be very risky indeed. Getting professional help
shouldn’t come with a fee so why not get the widest
range of options to help your future business growth?

As the commercial finance market readjusts
articulating your company’s current financial position is
even more important. Having up-to-date Management
Accounts and even better a projection will help reduce
the interest rate you will pay. It is still a competitive
market so shopping around makes sense as that
fixed rate will make a difference to the bottom line.
Working effectively with your Accountant therefore
has never been more important to fully understand the
implications of those management decisions.
We are seeing a reduction in finance availability so
some strategic planning around future requirement
makes sense. The most valuable security in a business
dealing with other companies is the sales ledger as
this is the closest asset to cash. Often this is given up
as security without getting the best value in terms of
amount of working capital and interest cost. Invoice
finance is fast becoming more the norm with many
businesses using a confidential facility instantly
accessing a large percentage of their sales with the
end client unaware of the transaction. The interest
rates should reflect the value of the security and

START POINT

FINANCE
Plymouth Tel: 01752 969155
Kingsbridge Tel: 01548 854334
Exeter Tel: 01392 900780
Bristol Tel: 0117 3850280
Tim Jones
Director
Start Point Finance

www.startpointfinance.co.uk

ABOUT US
Start Point Finance is one of the
South West’s leading providers
of alternative business finance
solutions. We are fiercely
independent accessing over 75
funders to ensure you receive
the most competitive finance
available. We are experts in
delivering working capital
solutions sourced mainly through
alternative funding routes that
are unavailable direct helping
businesses survive and thrive.

Mob: 07920 847309
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Export & Import

TOP TIP!
We must embrace
the tools of our new
world, to make the
most of our situations,
despite the many
challenges.

EXPORT & IMPORT
There has never been a more critical time.

Recovery, resilience and preparation
for global success
As we move forward from the Covid-19 crisis towards
our status as an independent sovereign state, it is clear
that the business environment is changing. Companies
involved in, or affected by, international trade will
have to continue to be agile but equally, they need
to understand the ‘new normal’ and be aware of the
evolution of global business.

So how can you get prepared
for 2021?
Supply chain disruption is set to continue and we
already see the shoots of recognition with companies
beginning to source key items from multiple countries,
including British suppliers. That is good news, it is
important to spread the risk. Working collaboratively with everyone in the supply chain to make it as
waste-free, efficient and reliable as it can be is down
to relationships and development of lean principles.
Authorisations are a good way to gain a competitive
advantage. Many companies are adopting AEO status
to recognise “trusted trader” practices and AE to
allow for preference statements. Benefits include
improved processes and reductions in customs
deferment accounts.

documents are right
first time, train your
staff or even help you recruit.
You could be exploring international trade for the
first time as part of your growth/recovery and
resilience plans. Accessing the right new markets with
a strategic and operational plan to maximise the
opportunity is key. Staged and smart plans will ensure
checks and balances for budgets, timelines, roles,
responsibilities and expectations.
Understanding non-tariff barriers for new markets
is equally important. Barriers come in two forms, the
harder recognised barriers of quotas and sanctions as
opposed to those that may result in longer transaction
times and unhelpful customs clearance.
At the start of 2020 the new edition of Incoterms®
came into effect. Understanding the differences and
options covered in the 11 different terms will allow you to
price quotations correctly. Understanding the risks and
the obligations of parties to an international contract of
sale will avoid costly mistakes and assumptions.
If you haven’t started to prepare, there’s no time like
the present, and still time to position your business
well to weather the storms ahead. We all need to be
ready for our place in the new, global Britain.

Taking time to audit procedures during the next few
months enables companies to assess their skills levels
and their compliance – both useful if you intend to go
for one of the authorisations above. Many international
trade courses provided by the Chamber network on
this can currently be fully funded.
Outsourcing your international trade functions by
day/monthly rates could prove cost-effective. You
can take advantage of a specialist to check that your

ABOUT US

linda@internationaltradematters.com
Mob: +44 (0) 7734 366855
Tel: +44 (0) 1398 332881
www.internationaltradematters.com
Linda Middleton-Jones
Managing Director
International Trade Matters Ltd

Unit 5, Derriford Business Park
Brest Road
Plymouth
PL6 5QZ
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International Trade Matters
provides tailored support to
SMEs and micros through
experienced specialists,
delivering courses through the
Chamber, or at a service level to
suit the resources and ambitions
of your business, from ad-hoc
telephone support, document
and accreditation advice, or an
embedded Manager/Director
operating or training your
export department.
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Business Advisory

TOP TIP!

BUSINESS ADVISORY
Given that not every business can fund a fully-fledged
leadership team with all the skills they may need, more
and more organisations are realising the benefits of hiring
a third-party business advisor to enhance their team.
This is a fast and effective way of acquiring the
necessary skills and experience needed to accelerate
the growth and profitability of an organisation.
Businesses can benefit from the input of a seasoned
and proven professional for less than the monthly cost
of an employee on the Living Wage.

Risk avoidance
In a challenging and uncertain world, decision-making
and risk avoidance is more critical than ever before.
Using an advisor alongside an existing management
team will help reduce the risks:
By hiring a third-party advisor, businesses can 		
avoid the associated fees and fixed costs, 		
lead-time or commitments associated with 		
recruiting a permanent employee

Helping business growth & direction
The additional knowledge gained from a business
advisor (or Non-Exec-Director) will strengthen the
overall strategic direction of a business whilst often
identifying new opportunities and alternative solutions
that may not have come to light before. It is common
for business owners or leadership teams to feel more
confident in their decision-making with the input of an
experienced advisor at hand.
If a business needs to adapt to new market conditions,
an advisor can help plan, initiate and support the
business transformation. A NED’s experience will help
companies avoid any potential obstacles throughout
their journey and sign-post potential collaborators,
partners and potential investors that may accelerate a
business’s growth journey.

A different perspective
A business advisor will provide the management team
or business owner an extra level of accountability
and someone who will help keep things on track,
challenge them where necessary and help to alleviate
any tensions as the business grows. Another useful
benefit of an external advisor is that they will provide
a neutral perspective as an ‘outsider looking in’, whilst
drawing on years of experience.

It is important that
business owners decide
what they ultimately want
from creating a successful
business - and by when. A
strategic growth plan should
then be implemented to
meet those specific goals
and timescales.

The ‘check and balance’ a non-executive director
can bring to a business is hugely valuable and will
help businesses avoid some of the costly mistakes
that a lot of business leaders will undoubtedly make
during their journey
For any business seeking additional funding or 		
investment, adding an experienced non-executive
director to their team may well be perceived as a
safeguard to potential investors

Find a mentor
For business owners, running a business can be
challenging and even lonely at times. Some of the
most successful people in the world hired experienced
mentors or business advisors that allowed them to
accelerate their business sooner than they would have
done without a little extra help and advice.
A seasoned mentor will provide support in so many
ways. From providing a ‘sounding board’, to being
‘devil’s advocate’, or giving you advice on how to
approach challenges and everyday tasks more
efficiently. A mentor is well worth the small investment
in order to give you the support you need to achieve
your business and personal goals.

ABOUT US

tim@gingabusiness.co.uk
Mob: 07596 588748
www.gingabusiness.co.uk
Tim Yorke-Dunne
Founder
Ginga Business Consultancy
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1 Research Way
Plymouth Science Park
Plymouth
Devon
PL6 8BT

From helping tech start-ups
to growing and diversifying
established manufacturers in
the region, Ginga Business
Consultancy Ltd provides advice
on a part-time or interim basis,
across multiple disciplines
including strategic planning,
business development, business
transformation, marketing
strategy, cost reduction and
senior level mentoring.
www.gingabusiness.co.uk
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Intellectual Property & Data Protection

TOP TIP!
The name of a
business is IPR and
should be protected
as a registered
trademark. You can
then use ®.

INTELLECTUAL PROPERTY
& DATA PROTECTION
Intellectual Property can often be a business’s most
valuable asset, but is all too frequently overlooked.

What are Intellectual Property Rights?
Intellectual Property Rights (IPR) is the legal means
to protect the result of creativity, imagination and
ideas. It is very wide-ranging and the rules are often
complex. Several forms of IPR can often apply to the
same product or service. The main types of IPR in the
UK are summarised below:

Why should IPR be important to all
businesses?
Used wisely, IPR advice and protection can:
Increase the value of your business
Grow profit margins
Create income streams

Patents - Protect: inventions. An invention is a product
or process which is new and not obvious. You can get
a 20-year monopoly.

Attract finance

Trade Marks - Protect: names, brands and logos.
They can be registered to give you better protection
and can last forever. Registrations protect your trade
mark in respect of specified goods and services.

Prevent competitors from copying your ideas

Registered Designs - Protect: appearance of new designs
of individual character, up to 25 years. Some protection
is also available to stop the copying of unregistered
designs, but protection is shorter and weaker.

Protect the effort you have put into your business

Copyright and moral rights - Protect: the embodiment
of an idea. A few examples of items protected by this
wide-ranging IPR include software, photographs, text,
maps, drawings, typefaces, music, videos, works of art
and performances. There are no registration formalities
required and protection can last many years.
Moral rights give authors, directors and performers
rights to be correctly identified and to object against
derogatory treatment of works.
Database Rights - Protect: unauthorised extraction
of data from a database. Like copyright, there are no
registration formalities.
Confidential Information - Protect: secret and private
information, potentially forever.

Protect market share
Reduce future risks and liability (including personal
liability of directors)
Identify lucrative areas for expansion
Give you a legal monopoly
If you are a growing business, you cannot afford to
ignore IPR.

What does IPR protect?
Many areas within a business can be protected by
IPR. A small selection of common examples include
business names, brands and logos, pricing information,
product launches, photos, inventions, diagrams and
plans, product design, computer software, websites,
databases, customer lists, books, music and film.

What steps should I take?
It is important for a business to assess what IPR it
owns, how this can be protected, and which are the
key territories for protection. Professionals can carry
out IPR audits to assist, and advise on the cost of
protection. Sometimes grants are available.

ABOUT US

james.love@wbd-uk.com
Tel: +44 345 415 0000
www.womblebonddickinson.com/uk
James Love
Partner and Head of
Intellectual Property
Womble Bond Dickinson
(UK) LLP
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Ballard House,
West Hoe Road,
Plymouth,
Devon
PL1 3AE

With locations on both sides
of the Atlantic, we provide the
breadth of legal experience
and services to meet our
clients’ needs without
losing the intimacy of being
connected to our different
communities.
These strong local and
regional ties enable us to
remain close to our clients and
the issues they care about.
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Disaster Recovery

TOP TIP!

DISASTER RECOVERY
In 2020, disaster recovery (DR) plans have been activated
en masse as businesses have had to quickly get team
members working outside the office.
It’s been a challenge, but ITEC is impressed with how
businesses in Devon & Plymouth have adapted to the
situation and enabled business continuity.

What is disaster recovery?
Disaster recovery is a certain set of tools and
capabilities that keep businesses working even when
the worst happens. DR makes sure your business can
continue if your office is compromised by a flash flood,
freak fires or quarantine restrictions, or if your business
critical processes are damaged in any way.

ITEC and disaster recovery

There are three pillars
to the ITEC Business Continuity Suite:

1. IT support
The suite is armed with the latest computers, 		
connectivity and cloud software. All of it is 		
ready to be used, so your team can just pick 		
up where they left off. With your data backed 		
up into the ITEC Data Centre, everything you need
is available from the moment you arrive.

2. Unified communications (UC)
Every computer is paired with a cloud-based UC
device. When you arrive, connect your phone to
your determined cloud system and within minutes,
your contacts will have ported across. And with
VoIP and twinning, your customers will be able to
reach you on the same office number as before.

ITEC makes DR a fundamental part of your
Technology Managed Services and we design you
a bespoke technology strategy that will keep you
working.

Automatic cloud backups to the ITEC
data centres

Investing in Cloud
Computing will give your
disaster recovery an edge
because you can access
data, documents and
files from anywhere.

3. Office “home” comforts

We can host your private or hybrid cloud solution in
the ITEC Data Centre. Located in Plymouth, automatic
cloud backups into the data centre mean your critical
files, data and documents are protected from power
outages and can be accessed from anywhere with the
latest server virtualisation software.

ITEC recognises that a workplace is more than just
a series of computers and phones. The ITEC 		
Business Continuity Suite has everything you 		
could want from an office, including a
fully-stocked kitchen!

Business continuity suite
Once your information is safely stored, ITEC can feed
your requested documents into the ITEC Business
Continuity Suite. Based in Plymouth, the Business
Continuity Suite enables you to work if your office is
inaccessible. In fact, at the beginning of the year, the
Devon & Plymouth Chamber used the suite when their
premises were being renovated.

ABOUT US

darren.roseveare@itecgroup.co.uk
Mob: 07825 580136
www.itecgroup.co.uk
Darren Roseveare
Account Director
ITEC Group
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Airport Business Centre
10 Thornbury Road
Estover
Plymouth
PL6 7PP

Darren Roseveare spearheads
ITEC’s managed services in
Plymouth and specialises
in IT Support and Managed
Print Services. ITEC, a Xerox
Company, is a Technology
Managed Service provider
on a mission to drive
organisations to success
with powerful technology
strategies and partnerships.
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Leadership & Management

TOP TIP!
Embrace effective
flexible working practices,
through crisis and beyond
to help boost the attraction,
retention and wellbeing of
all employees.

LEADERSHIP &
MANAGEMENT

The global pandemic crisis has presented managers
and leaders with a rapidly-changing landscape in
which they are having to adapt their approaches to
managing their teams. According to the CMI (2020), the
value of great management and leadership in this extraordinarily difficult time is
being demonstrated every day – whether it’s the senior leaders in government,
managers on the frontline of healthcare or those involved in the retail sector. So,
what can we learn from recent events when we consider our own management or
leadership practice?

Thoughts on Leadership
Firstly, is the need for flexibility in our approach.
With the dramatic move away from the traditional
workplace environment, we need to adapt our style
to manage or lead our teams. By making use of any
of the wide range of new technologies to enable
teams to work remotely we can continue to manage
our teams. However, what is critical during these
times is to ensure we continue the ‘human’ side of our
interactions rather than just being reliant on emails,
or the range of messaging applications. This brings
us on to consider the wellbeing side of management
and leadership. NHS evidence suggests there are 5
steps you can take to improve your mental health and
wellbeing. Considering these steps could help you
to better support your teams, but just as important,
enable you to manage your own mental health during
the changes that are taking place.

new facts and evidence, and for this management
agility is key. Agility in management and leadership is
about us engaging, motivating and empowering our
teams to self-manage and self-organise rather than the
traditional techniques. As agile managers and leaders
we can provide our teams with the tools, skills and
resources they need to achieve continued performance
and deliver a supportive working environment.
We are yet to know quite what will emerge from the
current pandemic crisis. However, for businesses to
survive and flourish in a new normal, managers and
leaders must be willing to change. Are you ready
to manage and lead in a different way to meet the
demands of an unknown future?

We often hear of the need to adapt to the ‘new
normal’. The pandemic signifies an unprecedented
challenge to leaders around the world, the nature of
which has allowed misinformation to spread whilst
the facts are still emerging. So how do we establish
what the new normal is? We need to adapt fast to

ABOUT US
employers@southdevon.ac.uk
Tel: 08000 380 123
www.southdevon.ac.uk
South Devon College
Long Road
Paignton
TQ4 7EJ
Andrew Faulkner
Programme Coordinator for
Business

South Devon College offers
a wide range of study
programmes with progression
routes from foundation
level all the way through
to degrees. This includes a
wide range of Management
and Leadership programmes
which prepare you for careers
in Accounting, Management,
Marketing, Human Resources,
and Administration.

South Devon College
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Business Support & Signposting

TOP TIP!

BUSINESS SUPPORT &
SIGNPOSTING

Help is out there!
Take time to look, listen
and learn (especially
from other people’s
mistakes.)

Plymouth (and the wider region) is blessed with a huge
range of business support and service offerings. The tricky
thing sometimes, is knowing where to look. We hope this run-down will provide
a useful starting point.
Invest Plymouth team at PCC provide a wealth of
local knowledge and provide up-to-date advice
and support.

The South West Creative Technology Network 		
(SWCTN) is a £6.5 million project to expand the
use of creative technologies across the south west
of England. The network is offering three one-year
funded programmes around the themes of 		
Immersion, Automation and Data.

Plymouth is fortunate to have an accredited 		
Chamber of Commerce, a membership organisation
with over 200 years’ experience in the Plymouth
& Devon economy, the Chamber is an integral part
of the regional community and fulfils an important
role in connecting you to national business issues
and Westminster.
BusinessWest is a not-for-profit company which
aims to make the SW the best place to live and 		
work. 21,000 businesses to date have trusted them
to help start and grow, as well as lobby government
on their behalf. The Innovate2Succeed programme,
funded by InnovateUK and delivered by Enterprise
Europe Network provides support to help eligible
innovating businesses grow.

TechSouthWest – supports, connects and 		
showcases the tech sector across the SW. It is 		
run by tech companies another partners, and offers
a platform for members, the region’s technology
sector, education, government, businesses and 		
other organisations keen to engage with the sector
and support its growth.
The University of Plymouth also has a number
of projects and services running, which offer free
business support and/or services to local SMEs.
Please check eligibility criteria and details via the
following links;

Heart of the South West Local Enterprise 		
Partnership (HoTSW LEP) runs the ERDF-funded
Growth Support Programme provides free business
support to local businesses. Find out more here;
https://www.heartofswgrowthhub.co.uk/business
-support-programmes/growth-support-programme

Enterprise Solutions – is a one-stop shop for 		
local businesses who wish to seek advice and 		
access the University of Plymouth’s internationally
renowned research expertise, facilities and 		
businesses. It connects you to the right support to
meet your organisation’s needs.

Pay for service, but local, South West Growth 		
Service – accepted on to Devon Business Support
Framework (CP1787-19) – provide coaching and
training services to help all types of organisations
that have a desire to adapt, develop and grow.

Environmental Futures and Big Data Impact Lab
– this of EU (ERDF) funded project prioritised 		
contributions to research and innovation, 		
supporting and promoting small and medium-sized
enterprises (SMEs), and the creation of a low 		
carbon economy.

ABOUT US

fdavies@sciencepark.org.uk
Tel: 01752 772200
www.plymouthsciencepark.com
Dr Fay Davis
Business Development
Manager
Plymouth Science Park

26

Plymouth Science Park
1 Davy Road,
Derriford
Plymouth
Devon
PL6 8BX

Plymouth Science Park
seeks to develop a vibrant
environment for innovation
and entrepreneurial
development by supporting
the growth of knowledge
based businesses. It is
home to an exciting range of
businesses in the healthcare,
medical, digital, science,
technology and knowledgebased sectors.
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Business Support & Signposting

Plymouth Electron Microscopy Centre (PEMC) 		
– offers expert and specialist support to students,
researchers, academics and industry. It has a 		
comprehensive range of light microscopes, 		
electron microscopes, imaging processing 		
and analysis software providing support to a range
of disciplines within the University, external research
organisations and industry clients.
eHealth Productivity and Innovation in Cornwall
and the Isles of Scilly (EPIC) - this EU (ERDF) 		
funded project is a collaborative project seeking
to help grow eHealth businesses and improve 		
health, wellbeing and enhance the care quality by
using eHealth technology.
Acceleration Through Innovation (ATI) – another
of EU (ERDF) funded is working in partnership with
Cornwall Innovation driving innovation across 		
Cornwall and the Isles of Scilly.
iMayflower - is designed to build Plymouth’s 		
Creative Industries and nurture creative people 		
power across the city. Delivered by a consortium
comprising the University of Plymouth, Plymouth
City Council, Destination Plymouth, Mayflower
400, Plymouth College of Art and the Real		
Ideas Organisation (RIO), the project includes 		
a £3.5 million grant from the Department for 		
Digital,Culture, Media and Sport’s Cultural 		
Development Fund, which invests in creative, 		
cultural and heritage initiatives that lead economic
growth and productivity.

UP Careers & Employability Service – can help 		
businesses with recruitment and find skilled 		
graduates for employment or placement 		
opportunities.
Formation Zone business incubators (at PSP and
also on campus) offer a great working environment,
together with advice and support for entrepreneurs
and small business start-ups.
Health and Life Sciences businesses can also take
advantage of support and services offered from
the South West Academic Health Science Network
(SWAHSN) and the SW Clinical Research Network
(SWCRN).
Plymouth Health Innovation Alliance – is an
interdisciplinary, cross-sector partnership, which
draws on the extensive expertise of Plymouth’s 		
Health Innovation Campus – the hospital, teaching
and research, the pharmaceutical sector and 		
extending into the International Science Park – it is
a valuable network for health sector businesses.

The Bridge - drives Knowledge Exchange initiatives
for the Faculty of Arts, Humanities and Business
at the University of Plymouth. The team works as
the interface between the Faculty and the 		
outside world, and focuses on maximising the value
and outcomes from interactions.
Low Carbon Devon – is a new project based in 		
the UP Sustainable Earth Institute, provides
funded support to Devon-based organisations 		
to access research, business support, and engage
with the University of Plymouth around the 		
low-carbon agenda.
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Dr Zaki Ahmed, Technical and Scientific Director of
PulsivSolar (one of the University of Plymouth’s successful
spin-out companies based here at PSP).
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Innovation, R&D, Diversification
TOP TIP!
Invention is
spending money to
create knowledge.
Innovation is spending
knowledge to make
money.

INNOVATION, R&D,
DIVERSIFICATION

Successfully developing and exploiting new ideas is
crucial for a business to improve processes and bring new
and improved products and services to market, increase efficiency and, most
importantly, improve profitability. Businesses that embrace innovation keep
ahead of the competition, as well as attracting brilliant people and developing
meaningful partnerships.
The University of Plymouth has a free-to-use,
dedicated Enterprise Solutions service to help you
grow innovation within your business through our
world-class research, expertise, facilities, and talent.
We can help your business to:

Usually arise from patents
Require a ‘eureka moment’
Require technology
Innovation CAN BE…

Increase productivity and profitability

For all sizes of businesses

Achieve growth ambitions

Low risk

Develop R&D capability for new products and 		
services

Generated by any employee at any level

Access technical and specialist expertise and 		
equipment

Delivered with little resource required
Although innovation traditionally comes about by:

Develop your staff with higher level skills

A new product

Recruit the brightest minds and newest talent

A new process

We work with hundreds of organisations, both
large and small, to find innovative solutions to the
challenges they face. Enterprise Solutions can help
you tap into our services, to inject new thinking that
can support and drive innovation.

Breaking some myths:
Much has been written about innovation so let’s break
some myths and provide some clarity:
Innovation does NOT…
Mostly focus on new products and inventions

Opening of new market
New way of organising the business
New sources of supply
So innovation can be undertaken in all aspects of your
business, innovative ways of recruiting people, driving
innovation into your sales strategy or innovative ways
of negotiating with suppliers. These techniques are a
result of a rapidly-changing local, national and global
economy. Innovation becomes a method of operating
that cuts across every aspect of your business to
ensure you are a disruptor rather than the disrupted.

enterprisesolutions@plymouth.ac.uk
Tel: 0800 052 5600
www.essupport.com
Rich Adams
Business Engagement Manager
Enterprise Solutions –
University of Plymouth
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Innovation, R&D, Diversification

There are some clear reasons why innovation fails:
The science takes over from the commercial 		
practicalities
The organisation does not have a safeguard 		
culture where someone can question the sanity of
the proposal. e.g the herd effect
The market is overestimated or changes rapidly
The customer does not exist and will never exist
despite the amount of times someone insists if we
build it they will come
The unicorn design... looks fantastic but development
or implantation costs are just unrealistic
In summary, innovation is about transforming your
ideas into value. Value from the innovation cycle can
have various meanings from profit to productivity and
differentiation to efficiency. Many of the innovations
we implement in our organisations do not originate
from within the same business, they are methods of
operating adopted and in some cases adapted; we do
not need to be generating a constant cycle of brand
new thinking to be innovative. Innovation is a means
of jumping the curve or accelerating away from your
original trajectory; an injection of new thinking to
solve barriers.

Advanced Composites Manufacturing Centre 		
– implementing new technology, improving 		
processes, testing materials and components, 		
solving manufacturing and materials problems
Analysis and Materials Characterisation – help with
polymers, ceramics and hard metals, metallic alloys
and composites
Analytical Testing Facilities – a bespoke service
encompassing chemical measurements, fluid 		
modelling and particle sizing
Plymouth Electron Microscopy Centre – a 		
comprehensive range of light and electron 		
microscopes, imaging processing and analysis 		
software
3D Design and Manufacturing – resources including
rapid prototyping and CAD
Environmental Futures and Big Data Impact Lab assisting Devon-based SMEs with creative thinking
to address big data and environmental challenges
High Performance Computing Centre – advanced
computer systems to support a range of research,
engineering and business problems

Staff development

To achieve the maximum innovation in your business
ensure all your employees have the license to develop
solutions. Creating the culture where everyone has
the ability to be a change agent will ensure solutions
are being considered by many more active minds who
will see answers to the business problems beyond the
traditional core leadership team model.

We can help you to develop practical skills through
highly-focused short courses and to increase
theoretical knowledge and in depth understanding
through our Degree Apprenticeships and
post-graduate qualifications, from general business
functions through to specialist and technical skills.

Specialist facilities & expertise
consultancy

From a short-term project, to a year’s placement, or
a longer-term addition to your team, we can help you
get the right level of skilled talent for your business.

Innovation in some cases may require access to
brilliant thinkers or start state-of-the-art facilities and
specialised equipment. Undertaking your innovation
journey with a partner can help reduce risk and
potentially open up new funding opportunities as
well as getting you to your solution quicker. At the
University of Plymouth we provide support to access:

Graduate recruitment & placements

For enquiries about accessing the University of
Plymouth’s entire range of expertise, services and
facilities email: enterprisesolutions@plymouth.ac.uk

ABOUT US
Enterprise Solutions is a free-to-use
service to help you grow innovation
within your business through
accessing the University of
Plymouth’s world-class research,
expertise, facilities, and talent.

The new Digital Fabrication Laboratory uses cutting-edge
technologies to enable solutions to close the gaps between
digital media and physical production processes.
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We will work with you to find
innovative solutions to the
challenges you face. Enterprise
Solutions can help you tap into our
services, to inject new thinking that
can support and drive innovation.
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CHAMBER PATRONS

MEDIA PARTNER

If you have a top
business tip you
would like to share
or want to appear
in future editions of
the Small Business
Toolkit, please
get in touch.

DEVON & PLYMOUTH
CHAMBER OF COMMERCE
Unit 5 Derriford Business Park
Brest Road
Plymouth
PL6 5QZ
T 01752 220471
E reception@devonchamber.co.uk
www.devonchamber.co.uk
@Chamber_Devon
@dev0nchamber
Devon & Plymouth Chamber

