
Assessment 2 - Individual EI Report.
By Bryn Sutton






Contents
Title Page	1
Business Plan	1
Skills & Employees	2
Intellectual Property Rights	3
Code of Conduct & Ethical Issues	4
Terms, Condition & Privacy Policy	5
Team & Business	6
Future Team Collaboration	6
Facilities	6
Team Employability Skills	7
References	9
Bibliography	10


[bookmark: _Toc1470676]Business Plan

Organisational structure
The plan for running the business once it has been established consists of several concepts. 
As with any business in the modern market, Grab-A-table should be designed to adapt to the changing circumstances of both the internal business needs and external pressures on the business. 

This can be achieved by incorporating a change management business scheme into the foundations of the business model. 

Using Ralf Stacy’s “Agreement & Certainty Matrix” [1,2] and ensuring that the company had good lines of communication established between each of its individual departments, the management can collate all unsatisfactory issues and potential changes to the company. 

The Agreement and Certainty Matrix allows management to plot new courses of action, for example if pubs were not making as much profit as predicted and see how likely the idea is to succeed and how much of a consensus there is amongst the management. 

Therefore, there may be several suggestions a) Cut pubs from the app, b) Increase advertising directed at pub users, C) Amend the app to allow pub users to find it more appealing for them.
[image: ][image: https://msdnshared.blob.core.windows.net/media/TNBlogsFS/BlogFileStorage/blogs_msdn/jmeier/WindowsLiveWriter/RickStaceysAgreementandCertaintyMatrix_C3A8/Rick%20Stacey%20Agreement%20and%20Certainty%20Matrix%20-%205%20Zones_2.png]The management board can then see how easy each option is to implement, including time and cost. 
Having looked at all the options each of the management can state which option they think is most viable.    
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The areas that will be required to run the business shall include:
· Marketing
· Web & Database 
· Finance & HR
· Management & Communication

Marketing will require a person or people with both a good head for business and a charismatic personality.  This will be to ensure that more businesses are added to the app to make it financially viable. 

Web & Database will be required to both maintain the current systems and possibly implement new ones as the company expands and to accommodate for potential future market changes. 
The web team will need to be skilled in web design, digital design and database management. 

Finance & Human Resources will have to ensure that both taxes and partners are paid to the full extent of the law and ensure that correct records are kept. It is very important to make sure that all tax returns are completed correctly and on time.

Management & Communication skills will be used to direct new projects and manage areas of business expansion. The management must also ensure that each department of the business is able to freely give feedback and allow new training regiments to be freely implemented when required. 

As this is a small business run by five people the business plan and organisational structure will make the most use of each members full set of skills. For this reason, each person will be involved in more than one of the departments to begin with. 

As the business expands it is likely that the current partnership will branch off to manage and work in their preferred areas. Potential employees will likely include an accountant, a digital concept artist/ designer and a receptionist. 

[image: ]The organisational structure that is to be applied will be a functional structure [3]. However, it will have some differences. Instead of each manager reporting to a vice president, or representative of the management, the heads of each department will be a member of management. This will ensure that the management decisions are informed by people who work within the department as oppose to having reports from department managers. 
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[4] Intellectual property is a person or companies’ idea, not the thought but the written or created content. For example, an idea for a book is not intellectual property. However, if that idea is written down then the words in that book are the intellectual property of the author.
How to legally protect IP?
There are types of automatic legal protection and types that must be applied for. 
Copyright © is an automatic protection that protects:
· Written & Literary works
· Art
· Photography
· Films
· TV
· Music
· Web Content
· Sound Recordings
Design Rights protect:
· Shapes of Objects
Trademarks must be applied for and are used to protect:
· Product Names
· Logos
· Jingles
Registered Designs cover the appearance of a product, including:
· Shape
· Packaging
· Patterns
· Colours
· Decorations
Patents cover inventions and parts:
· Machines & Machine Parts
· Medicines 
· Tools

Currently our product will automatically be covered by copy right once the product is registered with the government. 
The copy right will cover all our web content however, the name GRAB-A-TABLE and the Logo will need to be covered by a Trade Mark. Trade Marks can be applied for online, however a trade mark attorney can be an alternative option. If anyone from this business wishes to talk to any one that could potentially take the idea before it is trademarked, a non-disclosure agreement could be an additional measure to protect the IP. [8]

[bookmark: _Toc1470679]Code of Conduct & Ethical Issues 
According to WebProfessionals.org [5], a professional web designer should follow the points below to ensure that they are open and honest, respectful, responsive and communicative with their customers. 
“Be open and truthful. Although we cannot guarantee that all of the members of the Webprofessionals.org community subscribe to this code of ethics, as a professional association we aspire to instill in our members and non members alike the highest ethical standards.

Respect and protect your intellectual property. As web professionals and more specifically WebProfessionals.org members it’s our responsibility to protect the intellectual property rights of others including personal data and all electronic media and files. As web professionals we have a duty and a fiduciary responsible to protect the integrity by adopting and implementing best practices of our customer’s data and to keep it secure. We should keep client information confidential (whether we have signed a nondisclosure agreement or not).

Be responsive. As web professionals we owe it to our clients and stakeholders to respond to inquires in a timely manner.  WebProfessionals.org members should candid about their  available response time and communicate that to customers in advance. It is important we set proper expectations in all communications with our clients and peers.

Written communications: As Web professionals it is our responsibility to effectively communicate to our clients and stakeholders.  When making request of the customer or when making promises put them in writing.  Despite our best efforts, disputes sometimes happen. Having a well documented and agreed upon relationship will serve both parties. This should include all conversations about who does what and when, work to be performed, timelines, cost and change orders.”

In order to corporate this into our business we will aim to be straightforward and open with customer, for example if there is a promotion it will be obvious what that promotion is, and the benefits will not be made to seem better than they actually are. An example of a less truthful promotion would be where shops say 50% extra free, which would look like customers are getting half of the product free, however in reality it is 50% on top of the original product so customers are, in reality, only getting 33% extra. Other shops double the price of the item and then sell it at ‘half price’, giving customers the original price of the item but promoting it as less.
As we will be representing other businesses, our business will make sure that their intellectual property is safeguarded while on our site. This can be achieved by having content as ‘read only’ so users cannot copy and paste content.
We will make sure that emails are answered within 24hours of having received them and that business customers can contact us via phone or app for support. In addition, regular maintenance and communication with our business customers should be a priority. 
To ensure everyone’s legal rights and obligations are observed there will be a design a grievance system and make it a top priority to communicate and work out any issues customers have. For example, if the app goes off line for any reason, we will make our best effort to reduce negative effects on the customers and use customer feedback to implement positive changes to our system. 
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Terms & Condition
A terms and conditions statement must be in place and agreed to before a customer can purchase an item from a web app. 

According to David Walker[6], in his article “How to write legally binding online terms and conditions” he states that:

“Even when proper contract formation procedures are in place, to form a legally binding agreement, all the essential elements you find in every other contract must be there. There must be an offer, acceptance of that offer, consideration, an intention to be legally bound and sufficient clarity over the terms agreed”.

In reference to GRAB-A-TABLE we will have to:
· Write a terms and conditions statement/agreement that states our offer to provide booking and payment for our client businesses via the app
· State that any online payments will be conducted using PayPal
· State that customers can alternatively pay at the client business in accordance with their own policies
· Have the terms and condition freely available on both the home page and the booking page
· Keep the terms and conditions up to date to ensure they are in accordance with changing laws
· Have the app users agree to the terms and conditions before completing any online order. 

While GRAB-A-TABLE cannot ensure that users will read the terms and conditions before agreeing to them, our legal obligation is to firstly ensure that we have terms and conditions set out and that users agree to them, via a check box, before they complete any order. 
In this way our business will be consenting with legal law. 
(For more in-depth information please see appendix I) 

Privacy policy.
According to ‘Simply-Docs’ [7] under their business and GDPR section, they state:

“Whenever your organisation uses personal data, it is important that the individuals concerned (“data subjects”) are kept informed of what data you are using, what for, and why. It is also important (especially under the GDPR) that those data subjects are aware of their legal rights with respect to data protection and how to exercise them.”

GDPR or General Date Protection Regulations sets limits on what data can be collected about people and how this data is used. In the past large companies have collected data about people and passed it on, for a profit, to external users, such as advertising companies, who use personal data to specifically target individuals with adverts. 

The new regulations also enable individuals to be able to more easily view the data companies keep about them. 

These regulations will also apply to GRAB-A-TABLE and will be presented in a privacy policy link. The privacy policy must state what information is being taken and how it will be used by GRAB-A-TABLE. In addition, GRAB-A-TABLE must be able to show that all personal information will be kept safe and private. 

[bookmark: _GoBack]This will be achieved by encoding our database with authorisation only sections of the site, which will be defined by admin rites. There will also be in house audits and records kept ensuring that personal information is not removed or copied from the database, by having a function that logs all the items that are viewed. (See Appendix II for more details)


Cookies  
Because cookie can be used in conjunction with other data to identify a person it is counted in the GDPR legislation as personal information. Therefore, in accordance, any web browser using cookies must ask the users consent to use the cookies. 

This is usually done in the form of a popup which the user must click and agree to before they can continue using the app. In addition, the cookie policy can be placed within the terms and conditions statement to allow users to view it after the popup has disappeared.  
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[bookmark: _Toc1470682]Future Team Collaboration
In the future, as the business is launched, it is likely that the team will continue to function much as it current does and has through production. 

Each department will offer up suggestions on improvements and note any foreseeable flaws in the current business model, such as changing markets or technologies, and bring them to the discussion table, where a plan of how to implement those changes will be concluded. 

The implementation will then be broken down into steps and each relevant member and or department will begin working on realising the implementation. 

The team will continue to communicate and have weekly progress meetings and work on any issues or ways to expand the business. 

[bookmark: _Toc1470683]Facilities
While currently the project is being completed both in college and at home, there is a plan to expand to a rented commercial building, where five computers, a printer and various equipment will need to be purchased. 
Software will also need to be acquired, this will most likely be done via an annual subscription to the online adobe sweet and Microsoft office 365. 

[bookmark: _Toc1470684]Team Employability Skills

During this project each of the five members of the team have gained valuable employability skills. These include:
· Presentation 
· Research & Referencing
· Documentation 
· SQL Building
· Web & Application Design
· Team Working / Building
· Team Communication 

Current Team Collaboration 
The team consists of five individuals, who all run the business as equal partners and stakeholders. Each member of the team has a primary department, however some share departments with multiple other members to utilize their skills to the fullest. 
As each team member is involved in multiple departments, communication is a core factor when it comes to collaborating. The team meet once a week to review work that has been completed or is in the process. Any new tasks are flagged and delegated to the relevant department, i.e. advertising, database, web, research and finance etc. 

These tasks can then be started and worked on during the week and communication via Facebook messenger groups allow each member of the team to keep up to date with developing projects and participate where required. 

The overall project has been divided into sections that relate to each department and are tackled piecemeal to allow for a smooth flow of work progress. 

Progress Reports
Each team member writes down their progress on an online forum. These reports can be weekly, however due to other obligations there are often gaps where the team have been busy working on other projects. 
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Appendix I
Business Advice legal expert, and Grid Law founder, David Walker returns to explain the ins and outs of online terms and conditions, and when ticking the “I agree” box becomes legally binding.
When someone ticks an “I agree” box on a web form, they’re confirming that they accept the online terms and conditions. However, that doesn’t necessarily mean that a legally binding contract will be formed. If you’re an online retailer, that could cause real trouble for your business.
As I’ve explained in previous articles, legally binding contracts are absolutely fundamental to business. They form the basis of the relationship between a retailer and a customer but when it comes to ecommerce, they serve another important role too. They help the retailer comply with the law.
When selling online, there are a huge number of rules and regulations to abide by. The best way to comply is to have properly prepared terms and conditions and ensure your customers are bound by them.
So, in this article we are going to look at what it takes to form a legally binding contract whenever someone ticks the “I agree” box.
We’re going to look at this from two angles. First, we’re going to look at the process of forming the contract, and then we’re look at the terms of the contract itself.
Forming a contract online
When someone enters into an ecommerce contract, there’s no direct communication between the customer and the retailer. The whole process is automated. This is a crucial difference compared to other forms of electronic contract, such as when an agreement is reached between two people exchanging emails.
Without direct communication between the parties, the online retailer must take extra care to ensure that the purchaser has all the information they need to make their buying decision.
For example, the retailer must give a full description of the products or services being sold, what forms of payment are accepted and if there are any delivery restrictions.
The retailer must also be very clear about the total price the customer has to pay, including any taxes and delivery charges.
If the customer is entering into an ongoing contract, for example subscribing to a service, they need to know the length of the minimum term of the agreement and what they have to do to terminate it.
Providing all of this information (and more) is an essential part of the contract formation process and starts well before the customer places their order.
When the product or service has been properly described and the customer has all the information they need, they still need to decide if the terms on which you are offering them for sale are acceptable.
This is because online terms and conditions are non-negotiable. The customer must accept them if they want to make the purchase.
To help them decide, the customer must have every opportunity to read the online terms and conditions before they make their purchase. The best way to do this is to provide a clear link to the terms and conditions from the main website pages, and then another link on the order page. (Some people just have a link on the order page.)
When the purchaser clicks this link, it should take them directly to the terms and conditions. If they choose to, they should be able to download and print them.
Take a look back over some of David’s contracts-related articles:
· How to ensure your electronic contracts are legally binding
· Five essential business contracts every small company needs 
· Does a handshake form a legally binding contract?
· How to resolve common contractual problems
I always advise my clients to have a link to the terms and conditions from the main website pages because then, customers don’t have to go through the whole order process just to find them. This enables them to make a much earlier decision about whether or not they’re acceptable.
The final stage of the contract formation process is for the customer to confirm their agreement to these terms and conditions. They do this by ticking the “I agree” box and then clicking the order button.
But is this good enough?
After all, how many people actually read them? Just think of your own personal experiences when shopping online. You see the product, the price, enter your credit card details and then tick to accept the terms and conditions without giving them a second thought.
Some people take the view that retailers should do more to ensure customers read the terms and conditions by making them scroll all the way through to the bottom. However, that’s likely to be off-putting for many customers leading to lost sales for the retailer.
My view is that so long as you have done all you can to give people the opportunity to read the terms and conditions before ordering, you should be fine.
Some retailers have their system set up so that the terms and conditions are emailed to their customers after making a purchase. Although this is helpful as a record of the contract, from a legal perspective, it’s too late to form a contract because by the time the email arrives, the contract has already been formed.
The terms of the contract
Even when proper contract formation procedures are in place, to form a legally binding agreement, all the essential elements you find in every other contract must be there. There must be an offer, acceptance of that offer, consideration, an intention to be legally bound and sufficient clarity over the terms agreed.
The trouble is, online retailers often think that having terms and conditions is just a formality, so they put the minimum amount of thought and effort into preparing them. This isn’t surprising, given what we have said above about customers rarely reading them.
So, in an attempt to save time and money, they copy the terms and conditions of another business.
This is a false economy and extremely risky because the law is constantly changing. You have no idea how up to date the terms and conditions are or even whether they were properly prepared in the first place.
Also, the terms and conditions must make commercial sense and reflect how you do business. If you have copied them, they may bear no resemblance to the way you work. You may have, for example, a completely different returns policy or offer different guarantees or warranties with your products but are then bound to someone else’s. If you don’t honour their terms, you will be in breach of contract.
So, as we can see, if you want to have legally binding online terms and conditions there’s much more to it than simply having someone tick a box to say “I agree”.
If you’re an online retailer and have any questions about your terms and conditions or anything else ecommerce related, please feel free to email me at editors@businessadvice.co.uk and I’ll happily answer them for you.

Appendix II
Privacy Policy and Data Protection Failsafe 
The Database will be divided up into areas of public use, ‘customer business’ use and Admin restricted use. 
This will ensure that only the people with the correct admin rights will be able to see or change specific parts of the site. For example customers can view menus, ‘customer businesses’ can amend menu items and cost, while admin users can reformat menu tables and make large scale changes. 
As a fail safe to ensure that administrators cannot steal private details, such as emails, names etc, a system will be in place that logs views of any private data held on the system. 
These logs will then be stored on two separate hard disks on a weekly basis. 
This system will enable both the company managers and external inspectors to see who accessed the data and when. 

Before anyone can view the data, they will be asked to fill in their name, admin password, a 16 digit security password, consisting of letter, numbers and symbols to reduce the likelihood of hackers gaining access, and the reason for accessing the data. 

Any unauthorised logins can then be flagged for investigation.   
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