Good practice checklist
Strategic
· Market strategy

· Investment/development strategy

· Environmental strategy

· Marketing/communication strategy

· Emergency/Business Continuity planning

Financial

· Business plan

· Stall charges and other fees

· Performance management

· Procurement/purchasing plan

· Audit procedure

· Arrears management

· Insurance

· Income collection policy
Operational

· Licence / lease agreements

· Rules and regulations of markets (including Stall allocation procedure – permanent and casual, opening times, disciplinary and appeals procedure, sale of counterfeit goods, crime and social behaviour, terrorism, adverse weather policy)

· Rival market policy and licensing procedure (Market Charter)

· Vehicle flow/parking arrangements

· Traffic regulation orders

· Cleaning and waste management plan

· Security plan

· Lost person / property procedure

· Web Management

Marketing and Communications

· Marketing plan

· Communication plan

· Web management protocol

Trader

· Trader recruitment schemes

· Trader business support

· Balance of goods policy

· Welcome pack 

· Trader information pack

· Representative links to councils / forums / other organisations

· Exit interviews (traders)

Regulatory

· Health and safety policy

· Equal opportunities policy

· Food hygiene and safety policy

· Trading Standards/Counterfeit goods policy (Real Deal)

· Fire safety procedure and fire certificate (Indoors)

· Risk assessments

· Control Of Substances Hazardous to Health (COSHH) assessments

· Checks for public/employer liability insurance

· Maintenance reports

· Portable Appliance Testing (PAT) 

· Event management plan

Staff

· Effective organisational structure

· Staff job descriptions and person specifications

· Staff terms and conditions 

· Staff training and development plan

· Exit interviews (staff)

· Communication / complaints procedure

· Financial management and auditable procedures

· Insurance (Employee, public liability and buildings and contents)

· Key performance Indicators

Customer focus

· Shoppers’ charter

· Regular market research – questionnaires, on-line surveys, mystery shopper exercises 

· Complaints procedure

· Understanding of current product mix, trader ethnic mix, demand from local demographics

· Promotion of community links

