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Team Working and Collaboration
As part of the team working the founders of Where’s my Local held monthly meetings to set task and to goal check progress. All members of the team would attend and give updates as to where they are regarding their specific areas. Each of the meetings were documented and can be found in Appendix 1.

Skills – Gaps and Solutions
As a tech start up focusing on the leisure and entertainment industry, we already had the skills required for the creation of the app and for the management of the business. Our app developers are skilled in coding and presentation of an app and their skills have been invaluable. Our Management and Operations personnel possess numerous years of work experience and business management skills as well as general accounting skills.  We have briefly listed each department with their current strengths, weaknesses as well as possible solutions.

Accounting
However, it is suggested, in order to save costs, that we begin by outsourcing our accounts [1] to an external team who, at a relatively low cost, will keep the internal headcount within the finance department low whilst also saving the company money in costly National Insurance and PAYE deductions. By using an external contractor who can process the accounts and look after the VAT contributions it will allow our Finance Team to process invoices and Purchase Orders whilst allowing our Finance Director to concentrate on growing the business. Once the business is running at a profit, we will then look at using our own internal accounting team. Given the inherent expense of maintaining and paying personnel we can save a substantial amount of expenditure.

Human Resources
As a new start up our budget will be limited. We have no personnel with full Human Resource skills. For the start of the company and up until we turn a profit and grow our management team can run the HR side of the business using an outside consultancy such as Peninsula [2] UK who specialise in providing legal and up to date advice within the United Kingdom. They are well known company will write HR documentation, contracts as well as provide advice at any time should a HR issue arise. They can also provide legal insurance as well as the necessary software tools for day-to-day HR issues. In terms of generating payslips this can be done via the outside Accountancy team who provide this as part of their service.

Marketing
During the first year the company will employ the use of an external Marketing Company [4] as “our” marketing department. They will be consulted on the best marketing that can be made available and will liaise with our marketing director. Once the business becomes profitable and we start to grow then we will eventually employ the use of an internal marketing department.
Customer Service
Our customer service department can be outsourced [4] at the beginning as well if a customer service is required. Both Google Play Store and Apple App Store all users to contact the developer with issues they have. For the moment this can be covered by existing staff on all levels although, if it proves too time consuming, we can utilise an external customer service department to answer queries. The issue with using an external customer service agency could be quality. They may not provide an adequate level of service which could damage the company’s reputation.

For external clients and sales this will have to be done in house by the company. However, we can use sales lead generator who have a list of contacts within various companies that will essentially “open the door” for us to sell to the relevant organisations within the leisure sector.

Technical/IT
Currently we have a skilled in-house coder who will be able to develop the app and publish it on the Google Play [5] and Apple App store [6]. At the beginning the developer will update the app in the short term however as the app gains popularity and users the developer will need additional support with the relevant skills. An internal IT department for the management of the servers (physical or cloud based) is required as well as general purchasing, maintenance and software updates of internal systems. It will eventually be required for there to be a customer and supplier/client support team.

In order to solve any skill gaps in the IT and App development department it may be prudent to consider alternatives as the business starts out. In the early period the developer should be able to maintain the app in the short term however, as the App gains traction, we will need to look at employing or acquiring further in house talent. The alternative is to outsource the App development to external companies however this may be problematic due to the high cost associated with Development Specialists. A possible solution for the company is to contact the local colleges and Universities and offer internships for their students who can them come on board with the developer and work on the App and its updates whilst gaining experience. The payment to interns is usually lower than full IT [7] specialists and, depending on performance and company finances, we can then offer employment within the business. If the intern chooses not to take employment, we will continue to work with local education to help develop the skills of their students whilst having the pick on any talent that may be studying with them.

In terms of on site and cloud-based IT management the company can work with a relatively small department at first as most of the software we will be using will be cloud based. Microsoft Office and Microsoft Azure will be utilised and most of the support will be via Microsoft themselves. The only requirement at first will be for the maintenance and purchasing of internal hardware. As the company grows the IT requirement will also grow and at that point a dedicated IT team can be employed. Again, IT Students/Interns could be the main source of this.
Office Requirements
Given the current climate with the advent of the pandemic it is not necessary to have an established building. Most of the work can be down remotely and collaboration will take place on office packages such as Microsoft office 365. This will allow us to share our documents and contact each other via MS Teams. We can then use MS 365 to upload everything to One Drive and share documents between ourselves as well as to any outsource partners. Our daily method of communication or “chat” will take place using an app such as Teams, Skype or Discord. Skype would be preferable as it is part of the Microsoft line of products. However, for meetings we will use teams.

Alternatively, a low-cost office solution would be advisable if we go down the route of working with local education establishments and using interns as they will require “in house” experience.

IT Equipment/Software Requirements
The IT Facilities are entirely dependent on the location of the start-up business – as to whether it will involve remote working or on site working. For remote working the business will use cloud-based communication and software such as Microsoft Azure [8] which will allow the staff to have access to virtual servers. This would be especially useful for the maintenance of any supplier and customer data due to the laws that the server provider is tied to as per GDPR [9]. Also using Azure would mean that the data is accessible by authorised parties from any device and will allow working from home or alternative locations. The security of the data will be catered to as per the above GDPR as well backups of our data on the Azure servers. This will of course save the company money as it will be much more cost effective than purchasing a “bare metal” [10] server. However, there are concerns regarding general security due to possible hacking by malicious groups or accessibility of the data if the Azure platform suffers from a system failure or outage.

Code of Conduct
A copy of the proposed standardised Code of Conduct can be found in Appendix 2.



Summary – Team Working Moving Forward.
Movement to weekly meetings, more discussion on Discord and teams as well as face to face. Goal setting with reviews.
As the Launch of the product comes closer the team meetings will be moved to weekly slots to ensure all departments progress is updated and any outstanding issues are raised. The slots will be a shorter meeting to prevent any disruption of the working day. Departments will use the team to report on their progress and raise any concerns. The finance department should also report o expenditure and earnings as well as addressing any budgetary concerns that are raised.

This meeting will be document and recorded and copies will be sent out all supervisors, directors and senior management. A monthly larger scale meeting will also be held to ensure everything is on track.

For employees the use of platform such as Skype or Discord will be used to keep them updated on a day-to-day basis as well as for internal communications. Staff will have an email available to them for both internal and external communications. As per any company policies both the email and internal chat will be monitored to prevent any embarrassing or potential harmful situations from arising.

Each member of Senior Management will be given goals to achieve which will be reported on in the monthly meetings. Any concerns raised will need to be resolved and any potential exceeding of monthly budgets will need to be robustly justified.
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Appendix 1 – Meeting Minutes

Find My Local meeting minutes
	Location:
	Sketty Hall Swansea

	Date:
	5th October 2021

	Time:
	14.30

	Attendees:
	Lewis, Sam, Leon, Richard


Agenda items
Progress Report on Each Section.
Set out Task to be completed before next meeting 2nd November 2021
Review of finances
IT coding – decision on which code type to use.
Marketing Strategy Review

	Action items
	Owner(s)
	Deadline
	Status

	Ensure Company Details
Are correct
	Richard
	02/11/2021
	In Progress

	Marketing Plan
	Lewis
	02/11/2021
	To do

	Financial Planning
	Leon
	02/11/2021
	In Progress

	IT Strategy
	Sam
	02/11/2021
	To do

	
	
	
	

	
	
	
	





Find My Local meeting minutes
	Location:
	Sketty Hall Swansea

	Date:
	2nd November 2021

	Time:
	14.30

	Attendees:
	Lewis, Sam, Leon, Richard


Agenda items
Progress Report on Each Section.
Set out Task to be completed before next meeting 2nd November 2021
List of potential investors
Coding and website design report
Progress on Acquisition of IT equipment/Software

	Action items
	Owner(s)
	Deadline
	Status

	Begin Contacting Investors

	Richard
	07/12/2021
	In Progress

	Social media Marketing
	Lewis
	07/12/2021
	To do

	Complete 3-year projections
	Leon
	07/12/2021
	In Progress

	Design basic prototype
	Sam
	07/12/2021
	To do

	
	
	
	

	
	
	
	






Find My Local meeting minutes
	Location:
	Sketty Hall Swansea

	Date:
	7th December 2021

	Time:
	14.30

	Attendees:
	Lewis, Sam, Leon, Richard


Agenda items
Progress Report on Each Section.
Set out Task to be completed before next meeting 4th January 2022
Report on Investors Meetings
List of potential partners
Market research including focus groups

	Action items
	Owner(s)
	Deadline
	Status

	Contact Banks for Loans With business plan

	Richard
	04/01/2022
	To do

	LinkedIn contacts to be evaluated.
	Lewis
	04/01/2022
	To do

	Set up bank accounts incl tax account.
	Leon
	04/01/2022
	To do

	Produce a working app for focus group testing
	Sam
	04/01/2022
	To do

	
	
	
	

	
	
	
	




Find My Local meeting minutes
	Location:
	Sketty Hall Swansea

	Date:
	4th January 2022

	Time:
	14.30

	Attendees:
	Lewis, Sam, Leon, Richard


Agenda items
Progress Report on Each Section.
Set out Task to be completed before next meeting 1st February 2022
List of most likely investors and report on Bank finance meetings
Produce a list of LinkedIn contacts
Focus Group Reports

	Action items
	Owner(s)
	Deadline
	Status

	Speak to investors and evaluate their offers

	Richard
	02/02/2022
	To do

	Contact Marketing Agency
	Lewis
	02/02/2022
	To do

	Liaise with external accountancy firms
	Leon
	02/02/2022
	To do

	Test launch App on Google Play and evaluate effectiveness
	Sam
	02/02/2022
	To do

	
	
	
	

	
	
	
	




Find My Local meeting minutes
	Location:
	Sketty Hall Swansea

	Date:
	2nd February 2022

	Time:
	14.30

	Attendees:
	Lewis, Sam, Leon, Richard


Agenda items
Progress Report on Each Section.
Set out Task to be completed before next meeting 1st February 2022
List of most likely investors and report on Bank finance meetings
Produce a list of LinkedIn contacts
Focus Group Reports

	Action items
	Owner(s)
	Deadline
	Status

	Contact Lawyers to draw up investor/partner contracts

	Richard
	01/03/2022
	To do

	Begin Marketing Campaign ready for launch
	Lewis
	01/03/2022
	To do

	Continue preparing with selected accountancy agency
	Leon
	01/03/2022
	To do

	Bug fix the App
	Sam
	01/03/2022
	To do

	
	
	
	

	
	
	
	





Appendix 2 - Code of Conduct
In this section a brief outline of the Company Code of Conduct will be outlined. Once funding is secured the Code of Conduct will be expanded in scope to ensure that all current legislation is introduced. The Company will also seek to incorporate current ISO standards [1] to increase our credibility as a Company and Employer.

Our Preliminary Code of Conduct [2] will include the following Sections and their Contents:

Use Of Technology
· Mobile phones or other electronic items must be off during working hours.
· However, use of the above is allowed during break times only.
· Social media will be monitored and any detrimental posts to the company or brand will be investigated, and appropriate action taken.
· Any social media posts must be clearly stated to be opinion and not that of the company.
· Personal internet usage during working hours is prohibited unless on a break.

Dress Code
· Casual wear such as Jeans, skirts dresses is acceptable however outfits must be appropriate for a working environment.
· Clothing with inappropriate use of language or images will not be allowed.
· If a client or potential visit is due to take place employees will be notified and requested to wear appropriate business attire.

Employee Breaks
· A 60-minute lunch break is allocated to employees, and they are required to log out for lunch, and they log in on time.
· Failure to do so will result in 30 minutes wages to be deducted.
· Consistent offences will lead to disciplinary action and possible dismissal.
· Lunch breaks will be allocated to you by your manager and break swapping is to be at your managers discretion.
Absenteeism
· Please follow the standard practice if you do not believe you will be in work. 
· Please inform your line manager at least one hour before you are due to start your shift.
· Consistent absences will be investigated, and action could be taken.
· You must start and end your shift at the designated time or disciplinary action will be taken.

Confidentiality
Employees are reminded that all information that:
· Any information acquired during employment
· Relating to the business or other persons, IP or bodies with whom the company has dealings
· Or has not been made public without our express consent
Is confidential and employees shall not disclose such information or IP at any time before or after the termination of employment and cannot be disclosed to any third party without our express written consent.

Software and IP/Copyright Properties
· Staff will be expected to work on and develop software.
· Any code/software or properties developed during the contract of employment remains the sole property of the company.
· Under the contract of employment, the company is entitled to any or all royalties earned from the publication of the software, and this remains in place for a period of no less than one year after the termination of employment.
· Any staff found to be in breach of the above will be met with legal action and the company reserves the right to exercise this at its discretion.

Disciplinary Action
If, for any reason, a breach occurs of the above Employee Code of Conduct and the following Disciplinary Rules will be followed:
· First stage is a verbal warning.
· Second stage is a written warning.
· Third stage will result in a verbal and written warning.
· Fourth stage if a further violation takes place, then summary dismissal will occur.
· If the initial offence is severe enough then the employee may be sacked for Gross Misconduct.
This list is not exhaustive however it is intended to provide an idea of our Code and procedures.


References for Appendix 2

[1]	https://www.iso.org/standards-in-action.html 
	(“Standards in Action”)	25/02/2022

[2]	https://uk.indeed.com/career-advice/career-development/code-of-conduct-examples (“Code of Conduct Workplace Examples” 01/02/2022)
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Introduction


In this document I will be presenting the details of our new and exciting company Where’s My Local? I will be detailing the company registration details including the VAT registration details and then how the company will be structured into different departments and how they will operate. Within the departments the roles and responsibilities of the key personnel within will also be detailed followed by a snapshot of our Code of Conduct. I hope you consider our company and find everything you require within this report.

Company Name and Registration
 
For our company we have decided to use the brand name Where’s My Local? It’s simple and concise term used daily by thousands of pub goers who refer to their favourite Pub or Bar as their Local and this provides the brand a simple colloquial name that will be recognised by existing and potential customers. The Company has been registered [1] with Companies House [2] and the below certificate is now available via Companies House Web Check Service [3].
[image: Text, letter
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The full name of the company is Where’s my Local (UK) Ltd T/A Where’s my Local. The T/A is an abbreviation for “Trading As” which is commonly used within UK company names. The company will be a Limited (Ltd) company and the reasons for this will now be reviewed.



Different Company Registration Types

There are three main types of business registration in the United Kingdom. They are:
Sole Trader
As a sole trader [4] you simply must register as one via Companies House. You are responsible for reporting your earnings and any potential VAT requirements. However, Sole Trading finances are the same as your personal finances and if there are any debts incurred you are personally liable.
Limited Companies
As a Limited company your finances are separate from the businesses finances and any potential liability remains with the business [5]. However, if you are grossly negligent you will become liable for any debts incurred. The reporting and management responsibilities are increased from a sole trader, and you are responsible for reporting on your accounts to company’s house.
Partnerships
A partnership is created when two or more people wish to run a business together [6]. All parties assume responsibility for submitting reports and accounts to Companies House and similar rules regarding financial liability apply as a Limited Company.


Where’s my Local (UK) Ltd T/A Where’s my Local
Our company is set up as a Limited company due to the risks associated with a new venture. Main risks include Finances, marketing issues, competition and lack of structure within the business. The following proposal shows how the company is structured to mitigate these risks [7].








VAT Registration
The company will also be registered for VAT in the UK. Although the minimum amount revenue for VAT Registration is £85,000 [8] our company has registered in advance due to our expected profits.  It also makes our company seem larger than it is. This mitigates the risk of registering later and needing to pay VAT retroactively [9]. As part of the finances a separate VAT account is to be established and the correct VAT amount percentage will be used to move the revenue into a tax account. VAT registration is also useful as it will allow the company to claim back VAT on any goods [10], services or items purchased by the company [11].
Upon completion of the VAT registration the below certificate was received.
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About Where’s My Local?

As a new start up we need a clear Mission Statement, Vision Statement and Objective. 

Mission Statement
Mission Statements are important [12] as they help identify the purpose and goals the company and how we are committed to them.  To this end our Mission Statement is that our company is:

 “Dedicated to helping people plan and Enjoy their Evening Out”.


Vision Statement
Our Vision Statement for Where’s my Local is: 

“Where’s My Local? Aims to be your constant companion during your search for good food and drink whether you are young and, on the town, or a family looking for a quiet meal”.

This Vision Statement shows that we are inclusive of all age ranges and tastes and not just for the younger generation.

Our Objective
Our Objective is simple and can be summed up by:

 “Our objective is simple. To become the essential, reliable and friendly App for those who are going out on the town or for those who a quiet meal without sacrificing quality or accuracy”.

As per the Vision Statement this again shows we are inclusive of different age ranges and tastes.


Organisation Structure

The company will be organised into various departments which will have their own responsibilities within the business. Each department will report to their manager who in turn will report to the that departments director. The overall organisational chart is depicted in the below diagram.
						


[image: A picture containing diagram
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Leadership Roles and Responsibilities


[image: Diagram
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At present the role of Managing Director is not defined and the business may establish with a board of directors rather than nominating one figure head. This is to be discussed depending on the performance and success of the business. 

Leadership Roles and Responsibilities
This section will briefly look at the roles and responsibilities of the Board of Directors in short bullet points. The Managing Director will be included, and the role will be defined again dependant on the performance of the business.


Managing Director Roles and Responsibilities
The Managing Director will be responsible for [13]:

· Working with the Directors to grow the company
· Directing the organisation in line with the goals and visions set by the directors.
· Working with the HR Director on the payroll, benefit distribution and hiring practices.
· Setting goals for the department heads.
· Conducting feedback to the shareholders, government agencies and the public where necessary.

Finance Director Roles and Responsibilities
The Finance Director will be responsible for [14]:

· Ensuring that the company follows the regulations and legislation regarding finance.
· Ensuring that the accounts are prepared and submitted correctly and ensuring audit requirements are carried out as per legislation.
· Seek to minimise financial risk and identify opportunities for growth.
· Preparing financial reports for the Managing Director, investors and shareholders on a monthly and yearly basis.


Technical Director Roles and Responsibilities
The Technical Director will be responsible for [15]:

· Supervising software release schedules and updates.
· Researching and introducing new technologies to the organisation.
· Working with the development team to create test programmes to continually improve the software’s efficiency.
· Identifying and recommending new technology solutions

Customer Service Director Roles and Responsibilities
The Customer Service Director is responsible for:

· Oversee the level of service for the Apps users and engage with feedback to seek improvements to the user experience.
· Develop incentive and customer retention programs to ensure customer loyalty.
· Develop methodology for handling customer and client complaints to ensure a positive and satisfactory outcome.
· Monitor customer service standards and ensure that high levels are maintained.
· Identify issues and take appropriate action from User feedback.


[bookmark: _Hlk94699560]Marketing Director Roles and Responsibilities
The Marketing Director is responsible for [16]:

· Developing a long-term plan for the development of an organisation’s brand.
· Working closely with the creative, marketing and sales teams to create advertising campaigns and promotions.
· Coordinating the marketing projects from beginning to end.
· Attending meetings, marketing events and conferences.
· Coordinating all media contacts and ensuring that the company consistently gets print and digital coverage.

HR Director Roles and Responsibilities
The HR Director will be responsible for [17]:

· Developing and implementing a company’s policies and programs.
· Ensuring that all policies comply with legal regulations.
· Overseeing all HR functions and staff.
· Reporting on the performance and progress of an HR department to senior stakeholders.
· Directing change management and organisational development.











Company Department Structure

The proposed start-up is split into five different departments each with a designated department manager who will report to their respective Directors. The one exception is the Technical Director who has two different Manager under their direction. 

In the following section each department will be briefly discussed to allow potential investors an idea as to how the business will function.


HR Department Structure
[image: A picture containing text, businesscard, vector graphics, screenshot
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Human Resources (HR) Manager [18]
· The HR Manager runs and organises the day to day running of the HR Department.
· They are responsible for ensuring that the workplace policies confirm to current legislation.
· They handle day to day issues within the scope of HR and ensure that correct grievance and discipline procedures are followed.
· Establish routes of feedback from staff to maintain a balanced and positive workplace.
· Report directly to the HR Director

HR Payroll Assistant
HR Payroll Assistants [19] will deal with payroll and ensure correct taxations details are used. Also, document overtime, holidays, sick pay and absences.




HR Assistant
HR Assistants [20] will deal with employee queries, document disciplinary issues and conduct interviews for staff.





















Marketing Department Structure
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Marketing Manager
· The Marketing Manager [21] is responsible for:
· Developing a long-term plan for the development of an organisation’s brand.
· Working closely with the creative, marketing and sales teams to create advertising campaigns and promotions.
· Coordinating the marketing projects from beginning to end.
· Attending meetings, marketing events and conferences.
· Managing relationships with the corporate partners of the organisation.
· Coordinating all media contacts and ensuring that the company consistently gets print and digital coverage.


Sales Lead Assistant
The Sales Lead Assistant will work with the Sales Admin Assistant to bring in and process new clients such as large Breweries. Will report directly to the Marketing Manager.

Client Liaison Assistant
The Client Liaison Assistant will deal with new and existing clients and maintain the business relationship. Will report to the Marketing Manager.

Finance Department Structure

Finance Department Structure.
[image: Diagram
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Finance Manager Roles and Responsibilities [22]
· Daily reporting of company finances to the Finance Director
· Analysing Financial targets and planning to meet and exceed them
· Assist the Finance Director in ensuring that the company is compliant with current legislation.
· Submitting accounts along with the Finance Director to Companies House.
· Day to day running of the Finance department.

Accounts Receivable Assistant
The Accounts Receivable Assistant will process and incoming payments and take appropriate action if late.
Accounts Payable Assistant
The Accounts Payable Assistant will make the payments to suppliers and ensure this is done on time.
Customer Department Structure

Customer Department Structure
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Customer Service Manager
The Customer Service Director is responsible for:
· Reporting on the level of service for the Apps users and engage with feedback to seek improvements to the user experience.
· Enable incentive and customer retention programs to ensure customer loyalty.
· Develop methodology for handling customer and client complaints to ensure a positive and satisfactory outcome.
· Monitor customer service standards and ensure that high levels are maintained.
· Identify issues and take appropriate action from User feedback.

Client Account Manager
The Client Account Manager [24] will look after Client Accounts and deal with any queries whilst working closely with the Client Liaison Assistants.

Customer Service Assistants
The Customer Service Assistants [25] will deal with Users and address any issues or complaints that they have.
Technical Department Structure

Technical Department Structure
[image: Diagram
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App Technical Manager
The App Technical Manager [26] will be responsible for:
· Supervising software release schedules and updates.
· Understanding and introducing new technologies to the organisation.
· Working with the development team to create test programmes to continually improve the software’s efficiency.
· Identifying and recommending new technology solutions
**Reporting to the App Technical Director will be the Software Development Leads, Software Development Assistants, Senior Coding Assistants, Junior Coding Assistants and QA (Quality Assurance) Testers.
IT Manager
The IT Department Manager [27] is responsible for:
· Ensuring continual development and maintenance of the IT software and systems within the company.
· Managing the department budgets.
· Ensuring the systems are secure and all software is continually updated to remove vulnerabilities.
· Costing and purchasing adequate new hardware when required by the business.
· Ensure all update software is applied throughout the business.
· Continually testing the systems security and identifying vulnerabilities and recommending procedures to rectify them.
· Ensuring the companies networks are secure against cyber security threats.

**Reporting directly to the IT Manager will be the Systems Analysts, Web Development Leads, Internal IT Support Analysts and the Support assistants for both Clients and Internal Users.

















Code of Conduct

Code of Conduct
In this section a brief outline of the Company Code of Conduct will be outlined. Once funding is secured the Code of Conduct will be expanded in scope to ensure that all current legislation is introduced. The Company will also seek to incorporate current ISO standards [28] to increase our credibility as a Company and Employer.

Our Preliminary Code of Conduct [29] will include the following Sections and their Contents:

Use Of Technology
· Mobile phones or other electronic items must be off during working hours.
· However, use of the above is allowed during break times only.
· Social media will be monitored and any detrimental posts to the company or brand will be investigated, and appropriate action taken.
· Any social media posts must be clearly stated to be opinion and not that of the company.
· Personal internet usage during working hours is prohibited unless on a break.

Dress Code
· Casual wear such as Jeans, skirts dresses is acceptable however outfits must be appropriate for a working environment.
· Clothing with inappropriate use of language or images will not be allowed.
· If a client or potential visit is due to take place employees will be notified and requested to wear appropriate business attire.

Employee Breaks
· A 60-minute lunch break is allocated to employees, and they are required to log out for lunch, and they log in on time.
· Failure to do so will result in 30 minutes wages to be deducted.
· Consistent offences will lead to disciplinary action and possible dismissal.
· Lunch breaks will be allocated to you by your manager and break swapping is to be at your managers discretion.
Absenteeism
· Please follow the standard practice if you do not believe you will be in work. 
· Please inform your line manager at least one hour before you are due to start your shift.
· Consistent absences will be investigated, and action could be taken.
· You must start and end your shift at the designated time or disciplinary action will be taken.

Confidentiality
Employees are reminded that all information that:
· Any information acquired during employment
· Relating to the business or other persons, IP or bodies with whom the company has dealings
· Or has not been made public without our express consent
Is confidential and employees shall not disclose such information or IP at any time before or after the termination of employment and cannot be disclosed to any third party without our express written consent.

Software and IP/Copyright Properties
· Staff will be expected to work on and develop software.
· Any code/software or properties developed during the contract of employment remains the sole property of the company.
· Under the contract of employment, the company is entitled to any or all royalties earned from the publication of the software, and this remains in place for a period of no less than one year after the termination of employment.
· Any staff found to be in breach of the above will be met with legal action and the company reserves the right to exercise this at its discretion.

Disciplinary Action
If, for any reason, a breach occurs of the above Employee Code of Conduct and the following Disciplinary Rules will be followed:
· First stage is a verbal warning.
· Second stage is a written warning.
· Third stage will result in a verbal and written warning.
· Fourth stage if a further violation takes place, then summary dismissal will occur.
· If the initial offence is severe enough then the employee may be sacked for Gross Misconduct.
This list is not exhaustive however it is intended to provide an idea of our Code and procedures.

.
























Conclusion

Where’s My Local would like to thank you for taking the time to learn more about our Company, our goals and our vision. In this document we have shown our structure, our procedures and our goals. As a new start up it is important that we show who we are and how we will function. Roles will need further review and clarification and our code of conduct is currently basic however this is something we will improve as our company begins to trade. We would also like to apply for ISO certification, and we have shown within this document that we are already meeting the expected criteria. 
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CPD Review
During this process I have come to reinforce my existing knowledge of how companies are set up and structured. My background was previously in running a business and before that I researched companies and their structures within group organisations for example finding their parent company and other associated entities.

I also have a greater understand as to how Apps are set up, monetised and presented on the relevant mobile stores. Even though I am not involved in the coding it has given me an insight into how it all works. 

The structures I have designed are based on my experience within different businesses and I hope my now enhanced knowledge from my research will further increase my employability skills. 

Due to my experience and growth in personal confidence during this process and over my career I have become increasingly sociable and confidence and have no qualms in expressing myself. It has been fascinating investigating this potential start up even though I do not agree with the path that has been requested.

In my opinion this App should be started on a small scale as a test App on the relevant stores without investors and then the business should be grown organically. Setting up as a Limited company would still be advisable to mitigate potential financial risks such as financial liability.

My computer skills and knowledge has been grown and reinforced and I hope this makes me more appealing to potential employers.

Networking
Unfortunately, due to the Covid Pandemic it has not been possible to attend networking events. However, I have attended such events in the past and they are often ideal to meet and engage potential partners and clients by exchanging information and ideas. At the next opportunity we will be attending events and targeting both IT events and leisure industry events and Brewers conferences.
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WHERES MY LOCAL (UK) LIMITED

is this day incorporated under the Companies Act 1985 as a private
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Given at Companies House, Cardiff, the 25TH September 2021

Iy
HURFEARORR @;

o

-
*GC092021*
COMPANIES HOUSE 5500098




image6.png
HM Revenue
&Customs

WHERE'S MY LOCAL (UK) LIMITED
C/O SKETTY HALL BUSINESS CENTRE
SKETTY LANE

SWANSEA

sA280F

CERTIFICATE OF REGISTRATION

FOR
VALUE ADDED TAX

REGISTRATION NUMBER ~ 010010921
EFFECTIVEDATE  1* September 2021
CERTIFICATE ISSUEDONZ  10™ September 2021
RETURNS TO BE MADE IN RESPECT OF PERIODS
ENDING 30" September 2021

AND THREE MONTHLY THEREAFTER

BANK CODE NO: 20-85-46
BANK A/C NO: 53775151

LEGAL ENTITY INCORPORATED COMPANY

TRADE CLASSIFICATION 62011

Ready-mads ineractivelesure and entertainment software development

Please check the above details are correct. Itis particularly important that your bank details are
accurate as they will be used to make any repayment of tax that may be due to you.

You should inform the National Registration Service of any error or changes in these details.
Please refer to the supplement of notice 700/1 Should | be registered for VAT? Or refer to the HM
Revenue and Customs Website at www.hmrc.gov.uk , to find out which of the registration sites you

should contact.

If you need further advice and help please ring HM Revenue and Customs VAT Helpline on 0845
010 9000 between 8:00am and 8:00pm, Monday to Friday. If you have hearing difficulties, please

ring the Textphone service on 0845 000 0200.

If you would like to speak to someone in Welsh, please ring 0845 010 0300 between 8:00am and

6:00pm, Monday to Friday.
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