Starting a New Business
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Introduction

Starting a new business is an exciting and challenging experience but can also be daunting with all the rules and regulations that have to be complied with in today’s society. This leaflet has therefore been designed to help you understand your legal duties and to give you advice and guidance on what you need to do before you open your new business.
Getting Started- Who do you need to contact?

Before you open your new business there are several Public Bodies that you will need to contact who will point you in the right direction and highlight any matters that require attention at the earliest possible opportunity.  Contact details for these organisations can be found at the back of this leaflet.
The Planning Service
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If the premises that you intend to use for your business is new or if you are altering existing premises, you may need to get planning permission from the local planning office. If you are unsure as to whether or not you need planning permission, you should contact them for advice and assistance.

Building Control
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If you are intending to build, alter or change the use of a building, you must comply with Building Regulations. These Regulations are enforced by Newtownabbey Borough Council’s Building Control Department. You should therefore contact Building Control for further advice and to find out how to apply for approval.
Northern Ireland Fire and Rescue Service
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If you have applied to Building Control, they will usually contact Northern Ireland Fire and Rescue Service (NIFRS) to make them aware of any new premises or alterations to existing premises.  If you require and further advice in relation to Fire Safety you may contact NIFRS directly.
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Environmental Health Department (Health and Safety Section)/Health and Safety Executive Northern Ireland 
[image: image7.emf]If your business is in the retail, wholesale, catering, office, consumer services, accommodation, entertainment or leisure sector, Health and Safety within your premises will be enforced by the Health and Safety Team within the Local Authority, i.e. Newtownabbey Borough Council.  On the other hand, if your business does not fall within one of these sectors, for example if it is in the government, manufacturing, education or the construction sector, Health and Safety will be enforced by the Health and Safety Executive Northern Ireland (HSENI). 

Before starting your business you should first seek advice from the Health and Safety Team within Environmental Health in Newtownabbey Borough Council or the HSENI, depending on what sector your business falls into.  
They can advise on the safe design and layout of the premises, requirements for health and safety training and the necessary facilities for ensuring the health, safety and welfare of staff, contractors, members of the public and any visitors to your premises.  
You can obtain a free copy of Health and Safety information for Small Businesses: “Protect your Profit- Health and Safety Pays” and/or the HSE Guide: “An introduction to Health and Safety”, by downloading them from Newtownabbey Borough Council’s website, www.newtownabbey.gov.uk or alternatively you can contact Environmental Health to request these Guides to be sent out to you.
Environmental Health Department (Consumer Safety Section)
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If your business involves supplying consumer goods including almost all non-food items, for example upholstered furniture, bicycles, electrical goods, toys, hired goods, cosmetic products, tyres, second hand goods etc, you must ensure that these goods are safe and comply with specific regulations. You should contact the Consumer Safety Section of the Environmental Health Department for advice relating to safety of consumer products.  
Registration

If your business is an office, shop or warehouse, you are legally required to register for Health and Safety.  Even if your business does not fall into one of these categories it is still a good idea to register to enable the Council’s Health and Safety Team to keep an up to date database of premises in their area.  
A Health and Safety Registration form is attached to the back of this leaflet which you should detach, complete and return to the Health and Safety Team in Newtownabbey Borough Council before opening your business.  
Following receipt of your registration form a visit will be carried out to the premises by one of the Health and Safety Officers.
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Who else is required to register with the Council?
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The following businesses are also required by law to register with the local Council: 

· Food premises (If your business involves selling food of any description, or if you have a staff canteen or vending machine in your premises, you must register at least 28 days before opening your business- there is no charge for registration)
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· Hairdressers/Barber Shops (There is no charge for registration)
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· Premises carrying out the activity of Acupuncture (One off £50 registration fee)
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· Premises carrying out the activity of Electrolysis (One off £50 registration fee)
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· Premises carrying out the activity of Tattooing (One off £50 registration fee)
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Premises carrying out the activity of Semi-Permanent Skin Colouring (One off £50 registration fee)
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Premises carrying out the activity of Cosmetic Piercing, which includes ear piercing (One off £50 registration fee)
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Premises selling certain Poisons (£5 initial registration fee and £3.00 per year thereafter)
[image: image18.emf]In order to register you can download the appropriate registration form(s) from Newtownabbey Borough Council’s website: www.newtownabbey.gov.uk or you can contact a member of the Environmental Health Department to request the relevant form(s) to be sent out to you.
Health and Safety Training

Training your staff in health and safety is not only a legal requirement but it also emphasises your commitment to your staff, and will help to protect them and your clients against work-related accidents and ill health.

Health and Safety in the Workplace: Level 2 Award

This course is approved by the Chartered Institute of Environmental Health (CIEH) and on successful completion of the course, the candidate will receive the Level 2 Certificate. 

The course is aimed at anyone in a work environment as it provides candidates with an understanding of Health and Safety to enable them to contribute to Health and Safety in their workplace.  The training will therefore benefit employers, managers, supervisors and employees alike.
 

The course duration is six hours which will normally be broken down into two 2 evening sessions. At the end of the course delegates will demonstrate their awareness of Health and Safety in a short multi-choice examination paper. The paper is usually in written form but can be taken orally in special circumstances (prior notification needed).

Benefits

The benefits to you, the employer, will include:
· Greater awareness of Health and Safety in the Workplace
· Employees aware of their own responsibilities

· Candidates gain a basic understanding of how to carry out risk assessments

· Compliance with the law

· Successful candidates gain nationally recognised CIEH qualification and certificate 

· Improved Health and Safety standards 

· Reduced risk of accidents and complaints  
Booking

Booking forms and a list of course dates can be obtained from the Environmental Health Department on 028 90 340160. Alternatively, you can request a booking form for the next available course by emailing us at envhealth@newtownabbey.gov.uk
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New Business Checklist (Health and Safety)

Before starting your new business it is a good idea to read the following checklist to ensure that you will be meeting your legal requirements:

· Have you returned your Health and Safety Registration Form(s)?
· Have you got a health and safety policy? (i.e. have you decided how you are going to manage Health and Safety in your business?)

· Have you carried out a risk assessment? (i.e. have you decided what could cause harm to people and what precautions to take?)

· Where relevant, have you assessed the risks from:

· Manual handling?

· Display screen equipment?

· Hazardous substances?

· Asbestos?

· Noise?

· Have you got Employers Liability Compulsory Insurance and if so is the certificate displayed in your workplace?

· Have you trained your staff on health and safety so they know what hazards and risks they may face and how to deal with them?

· If you use gas, have you set up a contract with a CORGI-registered engineer to service the system and appliances on an annual basis?
· Do you have competent advice to help you meet your Health and Safety duties from workers in your business or external consultants/advisors?
· Do you have systems in place for maintenance/testing of workplace equipment such as lifts, forklift trucks etc?

· Are you aware of your requirements to report certain work-related accidents, diseases and dangerous occurrences?

· Have you displayed the Health and Safety Law Poster or provided Health and Law leaflets to staff?

· Have you ensured that basic health, safety and welfare facilities have been provided such as toilets, washing facilities, drinking water and first aid facilities?
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Other Considerations
· Have you registered as self employed with HM Revenue and Customs?

· Do you need to register for VAT?

· Do you need to apply for a licence to sell alcohol, for entertainment or selling food in the street?

Further Advice
For further advice and information on opening a new business, the following websites may be of benefit:
Newtownabbey Borough Council Website
http://www.newtownabbey.gov.uk
Health and Safety Executive Website
http://www.hse.gov.uk
Health and Safety Executive Northern Ireland Website

http://www.hseni.gov.uk
COSHH Essentials
www.coshh-essentials.org.uk
Northern Ireland Fire and Rescue Service

www.nifrs.org
The Planning Service

www.planningni.gov.uk
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Useful Contacts

The Planning Service


The Northern Ireland Fire Safety Dept


Address:




Address:

Divisional Planning Office


NI Fire and Rescue Service



16 – 22 Bedford Street


21 Henry Street


Belfast





Ballymena


BT2 7FD




BT 42 3AA

Tel: 





Tel: 

028 9025 2800



028 2565 1806

Email: 




planning.service.hq@nics.gov.uk


Building Control



Environmental Health
Address:




Address:
Environmental Services Department

Environmental Services Department
Newtownabbey Borough Council

Newtownabbey Borough Council

Mossley Mill




Mossley Mill

Newtownabbey



Newtownabbey

BT36 5QA




BT36 5QA

Tel: 





Tel: 

028 9034 0140



028 9034 0160
Email:





Email:

buildingcontrol@newtownabbey.gov.uk
envhealth@newtownabbey.gov.uk 
HSENI




Cleansing Services- Refuse Collection
Address:




Address:

83 Ladas Drive



Environmental Services Department

Belfast





Newtownabbey Borough Council
BT6 9FR




Mossley Mill






Newtownabbey
Tel:





BT36 5QA
028 9024 3249






Tel:
Email:





028 9034 0057/56
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