[image: image1.jpg]Tendring

District Council





Application Form
‘POP UP SHOP’ 

in 

CLACTON ON SEA
[image: image2.jpg]c/wwﬁwg shop





Following the success of the Pop Up Shop ‘Chameleon’ in Dovercourt, Tendring District Council has secured further funding and are now looking for entrepreneurs and/or start up businesses who want to test/trial their business in a live retail environment.

Please complete all sections of this application form.

Submit this form, with your Business Plan, by post or e mail to:

Rachel Fryer

Town Centre Coordinator

Tendring District Council

Council Offices

Thorpe Road
Weeley
Clacton-on-Sea   CO16 9AJ

E Mail: rfryer@tendringdc.gov.uk
Tel: 01255 686149

www.tendringdc.gov.uk 

This unique opportunity will give budding entrepreneurs and new businesses, who might have thought about opening their own shop but may not have been in a position to do so, the opportunity to do just that through this ‘Retail Incubator’ scheme.

We are offering the Clacton on Sea shop ‘Chameleon’ for a period of 12 weeks, at virtually no cost to you.
The Rent, Business Rates and Building Insurance for the shop will be paid for by Tendring District Council, but you will be required to pay for the cost of the utilities, such as electricity, water and telephone, estimated to be approx £15 - £20 per week, depending on usage and time of year. You will also have to pay for your own Public Liability & contents insurance.
The Shop is situated at:
12 Jackson Road

Clacton on Sea, CO15 1JA
It is the perfect platform to showcase your products and trial your business and make direct contact with customers.
The main sales area is approx 425 sq ft.  The shop will come fully equipped with lighting, power, a telephone, a counter, a cash register, a pricing gun, basic shelving and hooks, 2 glass display cabinets and free access to Broadband - so you will have everything you need to start trading.

What Products can you sell?

Practically anything and everything made by you or bought as part of your business, provided it fits in the shop, is classed as ‘A1 retail’ and is legal! Arts, crafts, seasonal products, fashion, gifts, stationary and cookware are all suited to this retail shop. (Due to the short period of time in the shop, food preparation and chilled goods will not be possible.)
What to do next
· Complete the application form below, which includes questions about you, your products and their unique selling points.

· Put a comprehensive Business Plan together and enclose this with your application. Please keep it to no more than 10 A4 pages – Business Link provide an excellent model Business Plan www.businesslink.gov.uk or http://www.businesslink.gov.uk/bdotg/action/detail?itemId=1087369151&type=RESOURCES There are of course other templates available on line.
· Ensure you comply with the Terms & Conditions of the scheme set out on page 7
Your Application Form and Business Plan will then be vetted by a Panel of Judges, who will be looking for innovation and commerciality in your products.
If your application is successful, and you are shortlisted, you will be invited to present your business idea to the panel of judges. If chosen as the successful licensee, you will then be assigned a period of 12 weeks to trade in the shop.

APPLICATION FORM
PLEASE COMPLETE USING CAPITAL LETTERS

First Name………………………………………………Surname………………………………………………
Business Name (if Applicable)……………………………………………………………………………..
	Address
Postcode:


Contact Information 

	Telephone Number: 

((including area code)

	Mobile number:

	Email address:
	

	Website address:
(if you have one)
	


About you

	Please give us a brief autobiography about you, your past jobs, your personal interests, hobbies, family and any other information you think may be of interest to our panel.



About your product
	What products do you hope to sell in the shop as part of your business? 

Please list and describe them all
Please also provide photographs of your products you plan to sell and if possible, samples as well.



	What is the average selling price of all your product(s)




	Why do you think your products will sell well in the Pop Up Shop?




	What do you think is the unique selling point of your product(s)



	How will you market / publicise your business if your application is successful and you become a ‘licensee’ of the shop?




	Why do you think you should have the opportunity to trade in a Pop Up Shop?



	Would you be ready to trade immediately?
If no, how long would you need before you would be ready?



	Other Information, including Declaration of Interest



I have read, understood and agree to adhere to all the Terms and Conditions detailed below and that the information I have provided regarding my products and business are accurate and true to the best of my knowledge.

Signed……………………………………………………………………………………………………………….

Name………………………………………………………………Date…………………………………………

Data Protection:

Please tick

I understand that all the information provided within this application will only be used by Tendring District Council and other Partners associated with the Pop Up Shop Initiative

Tendring District Council 
Pop up Shop 

TERMS & CONDITIONS
PLEASE RETAIN PAGES THESE FOR YOUR OWN RECORDS

All Applicants to the Pop up Shop scheme will be subject to and agree to be bound by the following terms and conditions:

1. The closing date for first applications is Friday 14th October 2011 and this will be followed by a further rolling programme. (See page 11 for details)
2. All applicants must be over the age of 16 years.

3. Applications will only be accepted on the approved fully completed application form. This application must also be accompanied by a comprehensive Business Plan ensuring you state what you intend to do and how you will do it. Your Business Plan should not exceed 10 A4 pages. 
Model Business Plans can be accessed at:- 
http://www.businesslink.gov.uk/Starting_a_Business_files/BusinessPlanTemplate01.doc
4. Applications will be assessed by a Judging Panel and comprise of representatives from Tendring District Council (TDC) The Federation of Small Businesses (FSB) and the Business Community. The decision of the Judging Panel will be final and no correspondence will be entered into by the Judging Panel.
5. All Applicants will be notified by telephone (or post) or as to whether or not they have been successful, within 3 days of the Judging Panel’s decision. 

6. Without prejudice to the generality of applications, where possible, the Judging Panel will give preferential consideration to applications from residents of the Tendring District.

7. The Pop Up Shop initiative is only open to businesses that are new and not yet trading or have not traded in a shop. All applicants must also be available and prepared to run and manage the shop themselves for the 3 month period.
8. Whilst the competition is open to those over the age of 16 years, employees or related/connected persons of employees of TDC and other members of the Judging Panel must disclose such connections in their application. (Declaration of Interest)
9. By entering the Pop Up Shop Scheme all applicants agree to assist in such publicity of the scheme as TDC deem appropriate and copyright of any words, photographs, images or audio recordings relating to the Pop up Shop will vest with TDC.

If successful, applicants will be subject to the following additional Terms & Conditions relating to the Pop Up Shop trading:

10. The Pop up Shop will be held on a Licence and the use of the Pop Up Shop will be in strict adherence with this Licence. No security of tenure will be created and applicants will not claim security of tenure. (For the avoidance of doubt the Licence will not afford any security of tenure under The Landlord & Tenant Act 1954 Part II)
11. Licensees must comply with ‘planning use’ on the premises, i.e. A1 Retail and hold any relevant licences for their products. Details regarding A1 Retail can be found at: http://www.planningportal.gov.uk/permission/commonprojects/changeofuse/
12. The Licensee must at all times trade within the law, and in particular, shall not trade in any activity listed below:- 

· Nude/ semi nude modelling

· Gambling
· Liquor and or tobacco products.
· Offering sexual services of any kind
· Pornography

· The promotion of particular religious or political views

· Firearms / Fireworks
· Any other illegal or immoral activity.
13. All rent and Business Rates will be met by TDC but Licensees will be responsible for the utility bills during their 12 week period. Meter readings will be taken at the start and end of the 12 week period and Licensee will be responsible for this usage. 
A deposit of £100 will be required to be paid to TDC on commencement of the first months licence followed by a further £100 at the start of the second and third months. (A total of £300) This can either be paid by cheque, which should be made payable to Tendring District Council, supported by a Bankers card or by cash.

14. The Shop should ideally trade from Mondays to Saturdays from 9.00am – 5.30pm. Sunday Trading is optional, but recommended. 
Late night shopping (when relevant) is also optional and recommended.
15. If for any reason a Licensee is not able to open the shop between the stated opening hours, The Town Centre Coordinator must be notified immediately on 01255 686149 or 07771 764 024.

16. The shop will come fitted with a counter, cash register, pricing gun, basic shelving, lighting, 2 glass display cabinets, a hoover and fridge, all provided by TDC. These must not be removed from the shop and will remain the property of TDC. However, Licensees are welcome to bring in their own equipment but this must be removed after their 12 week period and any existing shop fittings made good. Any external electrical items (i.e. kettle, extra lights etc) must be PAT tested by a qualified person and stickers displayed on the equipment.  
17. Licensees will be responsible for insuring any cash, equipment/shop fittings they bring into the shop and they must also insure all their stock in the shop. They must also ensure they have adequate Public Liability Insurance (a minimum of £5 million is required). Proof of this insurance must be submitted if your application is successful. ‘Pop Up Space’ offer Public Liability and stock insurance especially designed for short term periods. www.popupspace.com 
18. Licensees will be responsible for ensuring the shop is kept clean and tidy at all times, including the frontage windows. There will be no posting of unauthorised Posters on the premises and no hand written signs will be used. 

19. The shop unit will not be ‘sub let’ by the Licensee to any other business and initially you will only be able to sell the products / items that have been agreed as part of your application form and business plan. However, you may be permitted to sell other products ‘on behalf’ of another business, but this must be agreed with the Town Centre Coordinator beforehand.
20. As the primary Key Holder, the Licensee will be responsible for ensuring the shop is kept secure at all times. However, TDC will hold a second key and access to the shop will be available to a representative from TDC at any time.

21. Should any damage occur, e.g. broken window, water damage or anything else associated with the shop, you must notify the Town Centre Coordinator immediately.

22. An inspection of the premises will be made by the Town Centre Coordinator before any Licensee vacates the premises after their 12 week period. Any damage or repair work deemed to be required in the shop will be made good and paid for by the outgoing Licensee.

23. ALL keys will be handed over to the Town Centre Coordinator at the end of the 12 week licence.

24. For the avoidance of doubt TDC will not be responsible or liable for any loss incurred by the Pop Up Shop Licensee.

25. Pop Up Shop Licensees will have access to a Business Mentor, (if requested) who will be able to offer business support throughout their period in the shop and afterwards, should you wish to continue trading in your own shop, or on line.

26. Licensees will be given ongoing support by the Town Centre Coordinator to assess the success of their venture and source continuation premises if required.
27. At the end of the 3 month period, the licensee will be required to write a report about their time in the shop and give this to the Town Centre Coordinator. This should include information about finances, footfall and other feedback that might be useful for any future licensees.

28. TDC reserve the right to alter or amend these Terms & Conditions, cancel the initiative at any time or ‘evict’ the Licensee should they break any of the Terms and Conditions.

PROPOSED ‘LICENSEE’ SCHEDULE
(all dates are subject to change and alteration)

Application deadline for 1st  Applications 

Friday 14th October 



Application deadline for 2nd Applications 

Friday 13th January



Application deadline for 3rd Applications 

Friday 13th April




Application deadline for 4th Applications 

Friday 13th July


 

1st Tenant
    


Dates



Trading Periods
Access to shop: 

Tuesday 1st November 2011 

Christmas Period
Opening of shop: 
Friday 4th November 2011

 

Shop closes


Friday 27th January 2012



Vacate the shop by: 
Sunday 29th January 2012 


2nd Tenant

Access to shop:

Tuesday 31st January 2012

Easter Period
Opening of shop:

Friday 3rd February 2012

(6th – 9th April)
Shop closes


Friday 27th April 2012
Vacate the shop by:
Sunday 29th April 2012
3rd Tenant

Access to shop:

Tuesday 1st May 2012


May Bank Holidays

Opening of shop:

Friday 4th May 2012


and start of Summer 
Shop closes


Friday 27th July 2012


holidays
Vacate the shop by:
Sunday 29th July 2012
4th Tenant

Access to shop:

Tuesday 31st July 2012


Summer holidays
Opening of shop:

Friday 3rd August 2012


August Bank Holiday
Shop closes


Friday 26th October

Vacate shop by:

Sunday 28th October
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