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GETTING YOUR MESSAGE ACROSS: 

ADVICE ON DRAFTING GUIDANCE FOR SMALL BUSINESS

GETTING YOUR MESSAGE ACROSS: ADVICE ON DRAFTING GUIDANCE

For regulations to be effective and complied with, it is important that businesses understand what they have to do.  It is vital that your guidance is easy to follow.

KEY PRINCIPLES

1. Relevance

2. Legal status and purpose

3. Start early

4. Clear guidelines for compliance

5. Engage stakeholders

6. Concise

7. Accessible

· Relevance

· It is essential that businesses know whether the guidance you have produced is relevant to them.  

· One-page guides, known as ‘Regulation Updates’ provide see-at-a-glance information for all new and amended regulations affecting small to medium businesses.  

· Use the Regulation Update at the front of your guidance so that business can see a short description of the regulation, who it is aimed at and when it takes effect.

· Legal status and purpose

· Be clear about the legal status of your guidance and what it is trying to achieve.  

· It is important to draw a distinction between best practice guidance and guidance that must help those being regulated comply with regulations.

· Timely

· The Government has committed to publishing guidance a minimum of 12 weeks before new regulations come into force.  You need to allow sufficient time for this.

· Start preparing your guidance whilst developing the proposal.  This will allow you to test your draft guidance during the consultation process.

· Clear guidelines for compliance

· Guidance should be proportionate to the regulations being imposed. 

· The link between the objective of the regulation and advice on how to comply should be made explicit in the guidance.

· In the case of goal-based regulation, provide certainty on how to comply while leaving it open to those affected to find acceptable alternatives.

· Explain how the regulation will be enforced and what the consequences of non-compliance will be.

· Do not forget to explain how businesses may benefit. 

· Engage stakeholders

· Involve those being regulated and enforcers in the development of guidance.  

· A common understanding of what compliance will mean in practice and buy-in from your stakeholders will help to ensure that the guidance is effective.

· The Small Business Service (SBS) maintains a database of small businesses that are happy to work with officials in implementing policy and guidance which is small business friendly.  

· Concise

· Consider your target audience.  Can the guidance be read and understood in about 10 minutes? 

· Make sure you consider the time constraints on your audience as how this may vary across industry. 

· Where appropriate, you should state on each form the estimated length of time it will take to complete.

· Pre-populate forms with information already held e.g. business name and address

· Accessible

· Consider whether your guidance will need to be translated into other languages.

· Aim to make the guidance available in alternative formats, such as large print and Braille.

· Not all small firms will have access to the Internet.  Hard copies of your guidance will need to be made available.

Who to contact

Contact the SBS:

Better Regulation Team

Small Business Service

Department of Trade and Industry
T: 020 7215 5679
F: 020 7215 6768
E:  regulation@dti.gsi.gov.uk
Useful links

Regulation Updates on business link website: www.businesslink.gov.uk/regulationupdates 
Guidance for officials on Regulation Updates – www.dti.gov.uk/regulationupdates 
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