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[bookmark: _Toc45003644]Instructions
This template provides the sections and subsections that you need to include in your business plan. Each section or subsection includes guidance notes on what to include and, in some cases, a word limit. Please replace the guidance notes and word limit text with the information relevant to your company/operation.
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[bookmark: _Toc462743652][bookmark: _Toc45003645]Overview of business
[bookmark: _Toc462743653][Up to 200 words]
Please provide a summary of your business. 
Please include the following:
What does your business do? Include what activities you would like to conduct in the park.
Which parks would you like to operate in?
Who is your target market?
What is your unique selling point(s)?
How many visitors do you expect to attract to the parks?
Click or tap here to enter text.
[bookmark: _Toc45003646][bookmark: _Toc45003647]Codes of practice
Please provide an outline of how your business objectives and standards relate to the environment, your staff and customer service.  
[bookmark: _Toc45003648]Environment 
[Up to 500 words].
Provide details of how your business will fulfil the following environmental requirements. Specific environmental sustainability and minimal impact practices and expectations will vary depending upon your type of activity.  
Explain to customers how negative impacts on sites can be avoided.
Build an understanding of natural and cultural heritage conservation management.
Provide good interpretation and education.
Honour historic places.
Promote respect for Aboriginal culture and sites.
Observe rules to protect conservation values and public safety.
Encourage active involvement in conservation activities.
Adopt environmental practices which support environmental sustainability.
Adopt minimal impact practices for all activities.
Click or tap here to enter text.


[bookmark: _Toc45003649]Staff 
[Up to 200 words].
Provide details of the standards you expect from your staff and an outline of your ‘corporate’ philosophy. For example, you could include details of the values you expect from your staff (such as friendly, supportive, organised and well-prepared).
Click or tap here to enter text.
[bookmark: _Toc45003650][bookmark: _Toc45003651]Customer Service 
[Up to 200 words].
Provide details of your customer service philosophy and goals.
Click or tap here to enter text.
[bookmark: _Toc45003653]Industry standards
Provide details of any industry standards, such as Outdoor Council of Australia – Australian Adventure Activity Standards and Good Practice Guides, that you have adopted or that apply to your operations.  
Industry standards are voluntary guidelines describing industry-recognised standards of practice and have been developed for many activities, such as bushwalking, camping, adventure activities, horse riding and inland water paddle-craft.
Click or tap here to enter text.
[bookmark: _Toc45003655]Details of interpretive messages
NPWS expects Parks Eco Pass operators to provide high quality interpretation of the natural environment and culturally appropriate interpretation of historic and Aboriginal heritage. However, we do recognise that the level of interpretive content will differ depending on the type of activity. For example, an adventure activity such as abseiling or canyoning may involve less interpretive content than a guided bushwalk.   
It is important to note that if you wish to undertake detailed, rather than general, Aboriginal cultural heritage interpretation on country, on site or otherwise, you must employ or otherwise engage members of the relevant Aboriginal community to undertake the interpretation, and obtain a letter of support every three years from an Aboriginal organisation that is representative of the local community.
General interpretation includes information in the public domain, the traditional name of a place and its meaning and the traditional name(s) of the local Aboriginal communities. 
Please provide details of the messages you hope to convey through your tourism/recreation product and the content of your activities. 
Click or tap here to enter text.
[bookmark: _Toc45003656]Organisation 
Provide details of the ‘corporate’ structure of your organisation along with staff competencies/qualifications, training and development.
[bookmark: _Toc45003657]Corporate Structure
Insert Corporate Structure here. 
Click or tap here to enter text.
[bookmark: _Toc45003659]Staff competencies/qualifications, training and development 
You must ensure that all your guides and employees have and maintain the relevant competencies and skills for leading and guiding your activities. Please provide details of your staff skills, qualification and experience requirements.  
You may also have guidelines, such as guides/instructors’ handbooks (including lists of duties and terms of employment), that you have prepared for your staff in relation to your activities. Please also provide details of ongoing training and performance monitoring. 
Click or tap here to enter text.
[bookmark: _Toc45003661]Emergency response plan
You must provide and maintain an Emergency Response Plan for each activity which outlines procedures to be followed in the event of natural or other disaster, injury, illness or delay. Foreseeable risks should be identified, and strategies should be developed to avoid or minimise these risks. Your plan must include information to assist your staff to minimise the escalation of the situation, the injuries incurred and  the likelihood of further incidents occurring.   
Your industry body may well provide established risk management guidelines that you may adapt to your specific business. However, your plan must be specific to your planned activities.   
Your staff must be familiar with your Emergency Response Plan and able to access a copy when carrying out the activity. Provide as much detail as possible to properly assess and manage risk in your business operations. 
Your Emergency Response Plan should include details on the following areas:
identifying hazards and assessing risks 
management of risks 
incident/emergency response procedures and a copy of your activity incident report 
client - staff ratios 
activity equipment standards  
first aid qualifications and equipment 
equipment maintenance and replacement procedures 
weather contingencies 
documentation and record keeping. 
An effective risk management plan should involve the following series of steps (Australian Standard AS/NZS 4360 Risk Management): 
Step 1 – Identify all hazards.
Step 2 – Assess and prioritise the risks these hazards create, deal with highest priority risk first.
Step 3 – Decide on measures to control the risks (e.g. eliminate the risk, substitute a venue and use personal protective equipment). 
Step 4 – Implement appropriate control measures. 
Step 5 – Monitor the control measures and review the process.  
Click or tap here to enter text.
[bookmark: _Toc45003663]Responsible marketing
[Up to 200 words]
Provide details of your marketing policies and practices.
Click or tap here to enter text.
[bookmark: _Toc45003665]Continuous improvement
[Up to 200 words]
A final key element of any business plan is a policy on how to continuously improve your business.   
Think about quality standards and accreditation, monitoring procedures, client profiles, client satisfaction reports, environmental performance guidelines and goals and risk management procedures 
Please provide details of your continuous improvement business practices.
Click or tap here to enter text.
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