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Procedure for Closure of a Childcare Provision
This list is intended for use by settings alongside Cumbria County Council once they have made the decision to close.  Considerations are listed in order of priority with 1 being the highest priority and 4 being all of the same priority. 
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· Childcare Provider must contact Early Years Team Manager 
· Completion of transfer of assets document (if required)

· The Early Years Team Manager will consider the sufficiency 
and may source alternative provision for those attending the 

setting where appropriate.
1. Employment

ACAS

· Redundancy











· Notice periods


· Tupe


· Staff Contracts


· Consultation

2. Parents and Carers
· Consultation


· Signposting to CFIS


· Notice period


· Collection of outstanding fees

3. Governance

Refer to Governing document re: Winding up

· Distribution of assets

· Committee responsibilities / liabilities

· AGM / EGM requirements / notice periods

Contact with Charities Commission


· Requirements for dissolving charity


· Financial reporting requirements

Contact with Companies House


· Requirements for dissolving company


· Financial reporting requirements

4. Ofsted


· Notify intention to close


· Retention of records requirements

4. Financial


· Outstanding grant monitoring


· Repayment of any remaining grant funding


· Closure of bank account


· Accurate cash flow forecast to identify required date of closure


· Payment of creditors


· Collection of outstanding debtors


· Retention of records requirements


· HMRC – inform and identify requirements


· Identification of personal liabilities

· Completion of financial accounts; Charities Commission, Companies House, HMRC


4. Media


· Assess appropriateness


· Consider impact of publicity

4. Retention of records

· Employment / staff


· Children


· Health and Safety


· Financial

4. Premises

· Lease agreement


· Insurance


· Notice periods


· Outstanding bills


· Cost of re-instating premises


· Sale or transfer of premises


· Equipment; correct disposal or transfer

Disclaimer:
Please note, this list is only intended as a guide and not a definitive list of requirements for the closure of a business.  Attached to this document is a list of useful contacts, you may find it beneficial to seek further information from them.

Useful Contacts List

· HMRC: www.hmrc.gov.uk
· Redundancy calculator https://www.gov.uk/calculate-your-redundancy-pay 
· Children’s & Families Information Service: children.information@cumbriacc.gov.uk , 08457 125 737

· Gov.uk; www.gov.uk/ 

· Charities Commission; http://www.charity-commission.co.uk/  

· Companies House; www.companieshouse.gov.uk
· Law Call; 020 7697 2595 or info@pre‑school.org.uk with your Pre-school Learning Alliance membership number for Lawcall’s details
· CVS; www.cumbriacvs.org.uk  Tel: 01768 800350    
· Ofsted; www.ofsted.gov.uk, 0300 123 1231
· Pre School Learning Alliance; www.pre-school.org.uk, 020 7697 2595

· 4children; www.4children.org.uk, 020 7512 2100

· National Day Nurseries Association; www.ndna.org.uk, 0300 123 1231
· ACAS; www.acas.org.uk, 0300 123 1100 (8am-8pm Monday to Friday and 9am-1pm Saturday).
· Health and Safety Executive; www.hse.gov.uk, 0845 345 0055

· National Council for Voluntary Organizations; www.ncvo-vol.org.uk, 020    7713 6161
Serving the people of Cumbria
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