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1.1 Practical Guide for Accommodation start-ups

The information in this guide has been compiled to help you through the steps of starting up your accommodation business.  Contact details are provided,  should you wish to do further research, planning and enquiring. 
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It will be to your advantage when starting an accommodation business to be aware of the following: 
1. Types of Accommodation

2. Market research

3. Statutory obligations

4. Minimum requirements for accommodation facilities

5. Useful information services

6. Contact details for Cape Town Tourism membership team
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What type of Accommodation Business do you want to start up?
1.
Types of accommodation
Accommodation is generally divided into the following types:

· Hotels

· Guest Houses

· Bed and Breakfasts (B&B)

· Backpackers & Youth Hostels

· Self-Catering

· Country Houses

· Home-stay

· Lodges

· Caravan parks & campsites (Services: Tom’s Grading Council of South Africa)

1.1
Hotels
A hotel provides accommodation to the traveling public; has a reception area and offers at least a “breakfast room” or communal eating area. In genera a hotel makes food and beverage services available to guests, though these may be outsourced or provided by the hotel itself.

1.2 
Guest house
A guest house is either a converted house, manor etc. adapted to accommodate overnight guests or it may be a purpose-built facility. A guest house is run as a commercial operation and is often owner-managed. A guest house has public areas, which are for the exclusive use of the guest. The owner lives off-site, or in a separate area within the property. Guest houses usually consist of four and more bedrooms and have an allocated parking area per room.

1.3       Bed & Breakfast

A Bed & breakfast refers to accommodation provided in a family or private home.  The owner / manager lives in the house or on the property.  In general, the guest shares public areas with the host family.  Bed & breakfast usually have 1 – 3 bedrooms.

1.4
Backpackers and Youth Hostels

A backpacker and/or hostel establishment is an accommodation facility that provides communal facilities, including dormitories, yet may offer a range of alternative sleeping arrangements.

1.5
Self- Catering

A self-catering unit refers to a house, cottage, chalet, bungalow, flat, studio, apartment, villa, houseboat, tent or similar accommodation where facilities and equipment are provided for guests to cater for themselves. The facilities should be adequate to cater for the maximum advertised number of residents the facility can accommodate.

1.6
Country House 

A Country House is a large Guest House. It is usually situated in natural, peaceful surroundings such as a nature reserve, a forest, a lake etc. It offers the same services as a hotel and includes dinner. 

1.7
Home-stay

This is where guests stay in the same house with the family, the emphasis on experiencing South African family life. The guest may have to share some public areas with the host family

1.8
Lodge

A lodge is an accommodation facility located in natural surroundings. The rates charged are usually inclusive of an experience offered at the lodge e.g. a game drive, tours etc. In general, food and beverage services are available and the rate may include certain meals. This includes game and safari lodges/farms/resorts.

1.9
Caravan parks & Campsites

A caravan park or campsite is a facility that provides ablution and toilet facilities and space for guests to provide for their own accommodation, such as tents, motor homes and/or caravans.
The Business Plan

2.
Business Planning
Although this is just a practical guide, it is important to know that before you even start to go through the legalities of registering a Transport business, you must know where your business is heading. Hence the importance of a Business Plan.

What is a Business Plan?


A business plan shows the series of steps you need to take to achieve your business goals

A Business Plan helps you to:

· think of good ways to run your business and develop a business strategy that will work

· take a fair, critical and unemotional look at the business as a whole

· think about whether your business idea will work

· plan on paper what will really happen with your business

· think through the important issues in your business in a clear, logical way 

· deal with problems in your business and work towards achieving success

· set up proper ways to make decisions

· communicate your ideas to all the people who will be involved in your business

For an outline of what you business plan should contain and addition Business Planning tips please contact the Cape Town Tourism, Business Support Coordinator or the Business Support Champion in your area.  

Market Research

The following information may be useful.

According to www.tourismcapetown.co.za these are transport businesses that are members of Cape Town Tourism or other local tourism organizations of the Western Cape at February 2008.

Visit www.tourismcapetown.co.za for more up to date information.

General numbers of Tour Operators in Cape Town and the Western Cape:
	Tour Operators
	Cape Town 
	Western Cape 

	Inbound
	28
	31

	Local
	19
	32

	National
	12
	24

	Provincial
	6
	13

	International
	7
	24

	Outbound
	3
	3

	Specialist
	27
	54

	Other
	262
	399

	Total
	374
	580


Identify your competitors and determine if your product can compete with theirs.  In particular try to identify the unique selling point or product difference that will provide you with a competitive edge. 

For more information and help on business plans and marketing assistance, don’t hesitate to contact: 
Cape Town Tourism Head Office

Adrian Solomons
Business Support Coordinator

Tel: (021) 487 6800
Fax: (021) 487 6899
Email: adrian@capetown.travel 
The Pinnacle Building

Cnr Burg & Castle Streets

Cape Town

Research Websites: 

South Africa Tourism provides stats:

www.southafrica.net/satourism/research/research.cfm
Stats SA provides stats: for example a monthly tourism report for download.

www.statssa.gov.za
Cape Town Routes Unlimited provide stats on the website www.tourismcapetown.co.za/members
See Appendix P for 2004 trend cards.

Markets can be segmented into 2 main types

· Business travel 

· Leisure travel (Including those traveling for events)

Activities that are key in Cape Town and Western Cape are:

Eco and Nature





Golf

Gourmets Delights




Body, Mind and Spirit

Outdoor Active





Cosmopolitan Vibe

Culture and Heritage

Questions to ask yourself:

Define the market you wish to target?

How many establishments exist in your area?

Your establishment’s location vs. “desired location and easy access”?

What are the requirements of the market you wish to service?

Legal Requirements

3.
Statutory and Local Government Obligations

All premises are expected to comply with all relevant statutory and local government regulations. The onus is on the proprietor to ensure that the establishment/operation complies with all relevant regulations and laws and has the relevant documentation to prove as such. Assessors may request that relevant documentation, certificates, etc be presented at the time of the assessment.

3.1 Town Planning – Zoning (May take up to 4 months)

Rezoning of premises from residential to business is required. Town planning permission to establish a hospitality business requires compliance with Town and Regional Planning Commission Requirements e.g. for B&B is: requirements include separate bathroom and toilet for guests; dining room area where breakfast is served; one off-road parking space to be provided; fire extinguisher in the kitchen.

Each area has specific requirements.  Please contact Town Planning on the following numbers for the specifics of your area.

· Bellville:


021 918 2329   

· Blaauwberg:


021 550 1094                
· Cape Town:


021 400 3229         
· Durbanville:


(see Kraaifontein number)
· Goodwood:


021 938 8459         
· Helderberg:


021 850 4346                
· Khayelitsha:


021 360 1150           
· Kraaifontein:


021 980 6190                  


021 980 6183           
· Kuils River:


021 900 1773      
· Muizenberg / Wynberg:

021 710 8000                 
3.2
Business Licences / Health Departments
Once zoning is approved the next step is to apply for a business licence.
Businesses operating health and beauty facilities, entertainment or selling food need a Trading license from their municipality (Health Department).
Compliance with local authority regulations includes a fire safety certificate.  This is obtained when a business registration is completed through your local municipality.

Each area has specific requirements
· Blaauberg:


021 550 7549 – Marian
· Bellville



021 918 2011 -  Environmental Health Practitioner
· Brackenfell:


021 980 1202 - Junita
· Cape Town:


021 400 3004 - Prisila

· Durbanville:


021 970 3003 - Wilma 

· Goodwood:


021 590 1483 - Sumaye

· Helderberg:


021 850 4300 - Rose Beukes

· Kraaifontein:


021 980 6201 - Devina

· Kuils River:


021 900 1780 - Juanita

· Lakeside:


021 788 9350 - Environmental Health Practitioner

· Parow:



021 938 8111 - Tina Snow

· Bellville:


021 918 2022 - Aldrien

· Wynberg / Muizenberg:
 
021 762 2704– Fariet
· Mfuleni



021 909 3811 – Environmental Health Practitioner

· Noordhoek


021 789 1366 - Environmental Health Practitioner

· Khayelitsha:


021 360 1100 – Environmental Health Practitioner
3.3
Business Registration
Business Registration can be done at Swift Reg. at the Business Park at N1 City.  It can be done in one day.  One can buy a shell company.  Tel: 021 595 4433

3.4
Insurance

Liability insurance is suggested for all businesses.  Contact Cape Town Tourism to access a list of brokers and insurance specialists. The minimum cover is R10 million and the suggested cover is R25 million.   

3.5 Liquor license

Website: www.capegateway.gov.za/eng/directories/services/11453/10479
Liquor license can be obtained form the liquor license board, on the 5th Floor of NBS Waldorf Building, St Georges Mall, Cape Town.  See relevant forms Appendix 1.

For more information and assistance contact the Liquor license consultants Tel: 021 913 8545 

3.6
Tourism Signage

Applications for a tourism brown sign have to be submitted in writing to the Local Tourism office on the standard application or request forms.

Please contact the Cape Town Tourism membership administrator in your area their contact details are in section 6.

See relevant form Appendix 2.

3.7
Immigration Amendment Act No. 19 of 2004

In terms of the above Act, please note that all forms of commercial accommodation are required to keep a register of all guests who take up accommodation. 

The register should contain following information: his /her full names and surname.  The number of his/her identity document or passport.  His/her Residence status in SA. His/her normal residential address and his or her signature.

This information must be kept for 6 months.

Unfortunately the Amendment Act is not electronically available as yet. As soon as it is it will be available on the FEDHASA website: www.fedhasa.co.za – under “Current Legislation of interest
Join Cape Town Tourism for an Innovative Membership Programme and additional Business Support.
4.
Minimum Requirements

In order to join your Local Tourism Organisation you will need to pass the minimum requirements.  See Appendix 3.  The minimum standards deal with the following key items. These deal with key issues such as regulatory conditions, safety & security, Environmental factors, buildings and surroundings.  You do not need to be inspected if you have been graded.  

The minimum standards deal with the following key items
Access

· There should be no discrimination to accepting guests based on their race, citizenship or nationality, gender, ethnicity, physical or mental condition, etc.

· However, notwithstanding the above, management has the right to refuse access in the interest of other users of the establishment.

· Establishments should be open every day of the year, unless closed for refurbishment, offer only seasonal services or stipulate closing days clearly.

· Appropriate services and facilities must be available on all days that the establishment is open (unless advertised otherwise).

Courtesy

· The highest standard of courtesy must be shown to guests at all times. Staff should be clean, appropriately dressed, helpful and attend to guests as their highest priority.

· Guest complaints must be dealt with courteously and promptly.

· There must be reasonable levels of local tourist information available, particularly with regard to local places of interest and activities available.
Marketing, reservations and pricing

· There should be friendly and efficient service appropriate to the style of the establishment.

· All inquiries, requests, reservations and correspondence should be handled promptly and courteously.

· It must be made clear to all visitors what is including service charge, surcharges, levies, etc.

· The establishment’s pricing structure should be available on request. All prices must be include VAT.

· Guests must be notified if the price agreed at the time of booking has changed.

· Full details of the establishment’s cancellation policy should be made clear to guests at the time of booking. Details of any unique in-house policies e.g. no children under 12-years of age should be communicated at the time of booking.

· The amenities, facilities and services provided by the establishment must be described fairly to all visitors and prospective visitors, whether by advertisement, brochure, website, verbal communication or other means.
Useful contact details
· Cape Town Tourism Cape Town Routes Unlimited – www.tourismcapetown.co.za
· Cape Town Routes Unlimited – www.tourismcapetown.co.za.co.za
· South African Tourism Services Association – www.satsa.com 

· Tour Operators Association of Cape Town 
Alvin Kushner

Tel: 021 551 5465
· South African Tourism – www.southafrica.net 

· Image library on South Africa Tourism – www.southafrica.net/satourism/image_library/library.html
· For more information on training, funding etc please contact:

Cape Town Tourism Head Office

Adrian Solomons

Business Support Coordinator


Tel: (021) 487 6800

Fax: (021) 487 6899

Email: adrian@capetown.travel 


The Pinnacle Building


Cnr Burg & Castle Streets


Cape Town
For more information on training, funding etc please contact:

Cape Town Tourism Head Office

Adrian Solomons


Business Support Coordinator


Tel: (021) 487 6800


Fax: (021) 487 6899


Email: adrian@capetown.travel

The Pinnacle Building


Cnr Burg & Castle Streets


Cape Town

 6.
Contact details for Cape Town Tourism membership

	            Cape Town Central

             Zayed Yaghya

             Membership Administrator

             Tel: (021) 487 6800

             Fax: (021) 487 6859

             Email: zayed@capetown.travel 

             Cnr Burg & Castle Streets

             Cape Town


	            Cape Town South

Fuad Peters

Membership Administrator

Tel: (021) 787 9140

Fax: (021) 787 9150

Email: fuad@capetown.travel
The Pavilion, Beach Road

             Muizenberg



	             Cape Town North East 

Gadijah Darries

Membership Administrator

Tel: (021) 840 1400

Fax: (021) 840 1410

Email: gadijah@capetown.travel  

Southey’s Vines 

186 Main Road 

             Somerset West
	Cape Town North – Blaauwberg Coast

Chelene Wiggett

Membership Administrator

Tel: (021) 915 4080

Fax: (021) 915 4099

Email: chelene@capetown.travel  

Willow Bridge Lifestyle Centre

39 Carl Cronjé Drive, Tygervalley

Bellville




CONTRATULATIONS YOUR ARE READY FOR BUSINESS!

CAPE TOWN ROUTES UNLIMITED (CTRU).






Appendix 3

MINIMUM REQUIREMENTS FOR ACCOMMODATION ESTABLISHMENTS

	
	CATEGORY
	Y/N
	Comments

	1
	GENERAL
	
	

	1.1
	Comply with all necessary regulatory condition at all levels of government specifically: 
	
	

	1.1.1
	Business registration
	
	

	1.1.2
	Zoning conditions
	
	

	1.1.3
	Other (state)
	
	

	1.1.4
	Other (state)
	
	

	1.2
	Public liability insurance – stipulate amount.
	
	

	1.3
	All areas are neat, tidy and hygienic at all times.
	
	

	1.4
	Staff are clean and neat. 
	
	

	1.5
	Evidence that descriptions of all facilities and services on marketing material are accurate – check copies.
	
	

	1.6
	Information on reservation, payment and cancellation policies must be clear.
	
	

	1.7
	Management should be contactable at all times. 
	
	

	1.8
	Guests shall have access to establishment at all times.
	
	

	1.9
	Staff training must be adequate in relation to services provided as per company description and marketing material.
	
	

	1.10
	Contact details, emergency numbers and establishments address clearly displayed 
	
	

	1.11
	Facilities for persons with disabilities and special needs 
	
	

	2
	SAFETY AND SECURITY
	
	

	2.1
	Evidence of a safety and security plan that includes fire, medical emergencies, equipment and theft. 
	
	

	2.2
	Visitor safety and security information is displayed.
	
	

	2.3
	Staff members have received adequate training in fire protection and first aid – appropriate certificate available.
	
	

	2.4
	Emergency exits must be clearly marked.
	
	

	2.5
	A safe and secure storage area is provided for valuables.
	
	

	2.6
	Each unit / room shall be fitted with a serviceable lock & key or equivalent.
	
	

	2.7
	Capacity to deal with disabled visitors must be in accordance with all marketing material. (refer Document CapeAble  Accommodation Assessment  May2005  )
	
	

	3
	ENVIRONMENTAL FACTORS
	
	

	3.1
	Efforts are visible to minimize the use of scarce resources-energy and water.
	
	

	3.2
	Smoking / Non-smoking areas must be clearly demarcated.
	
	

	3.3
	Efforts are visible to reduce waste and other pollution.
	
	

	4
	BUILDINGS AND SURROUNDS
	
	

	4.1
	The exterior of building is well maintained.
	
	

	4.2
	All grounds and gardens are neat.
	
	

	4.3
	There is clear visible signage from the road according to local bylaws.
	
	

	4.4
	All paths are well lit and suitably surfaced. ( if providing special facilities for persons with disabilities refer  Document CapeAble  Accommodation Assessment  May2005  )
	
	

	4.5
	There is adequate and safe parking for guests. ( if providing special facilities for persons with disabilities refer Document CapeAble  Accommodation Assessment  May2005  )
	
	

	5
	VEHICLES
	
	

	5.1
	Vehicles for guests use must have a current license and be roadworthy.
	
	

	5.2
	Drivers driving guests must have a public drivers permit.
	
	

	5.3
	There must be a public liability insurance – state amount per vehicle.
	
	

	6
	BEDROOMS
	
	

	6.1
	All linen must be replaced after each stay or after every 3 nights stayed
	
	

	6.2
	All beds to be of sound condition.
	
	

	6.3
	All bedding must be clean.
	
	

	6.4
	The ventilation and lighting must be fit for purpose – there should be at least one window for adequate lighting or a ventilation system provided.
	
	

	6.5
	Flooring must be fit for purpose and appropriate.
	
	

	6.6
	Suitable luggage storage should be available.
	
	

	6.7
	Each room must have a waste bin.
	
	

	6.8
	Each room must have a power socket.
	
	


	7        
	
ABLUTION FACILITIES
	
	

	7.1
	One bath or shower, toilet and washbasin per 4 guests 
	
	

	7.2
	All facilities cleaned after each stay.
	
	

	7.3
	Facilities to be of adequate size to allow freedom of movement and access to all fittings.
	
	

	7.4
	Privacy is provided in showers, washing areas and toilets.
	
	

	7.5
	Each bathroom shall be appropriately equipped. See Annexure A for recommendations. ( if providing special facilities for persons with disabilities refer Document CapeAble  Accommodation Assessment  May2005  )
	
	

	8
	PUBLIC AREAS
	
	

	8.1
	A suitable reception area or means of summoning attention is available.
	
	

	8.2 
	All public areas are neat and tidy.
	
	


ADDITIONAL MINIMUM REQUIREMENTS FOR ESTABLISHMENTS AS RELEVANT

	9
	FOOD AND BEVERAGE
	
	

	9.1
	There is an appropriate dining area.
	
	

	9.2
	Dining area is clean, tidy and hygienic.
	
	

	9.3
	Dinner should be made available if facility is located in area where no alternative meals can be obtained, unless guests are informed at time of booking.
	
	

	9.4
	All food is hygienically stored, prepared and presented.
	
	

	10
	SELF-CATERING
	
	

	10.1
	All units to be self contained and serviced at least once a week.
	
	

	10.2
	There is a suitable cooking area or braai facility.
	
	

	10.3
	A refrigerator must be provided, if there is electricity.
	
	

	10.4
	There must be at least a sink, draining board and running water available.
	
	

	10.5
	There must be at least one hygienic working surface and storage space suitable for food and cleaning materials.
	
	

	10.6
	A window that can open or appropriate ventilation.
	
	

	10.7
	A covered waste disposal bin.
	
	

	10.8
	There must be a suitable (serviced) fire extinguisher readily available.
	
	

	10.9
	Units must be appropriately equipped. See Annexure B for recommendations.
	
	

	11
	CARAVAN AND CAMPING
	
	

	11.1
	A responsible person is on site and/or on call 24-hours a day.
	
	

	11.2
	Cleanliness is maintained throughout the caravan and camping park.
	
	

	11.3 
	Adequate levels of lighting for guest safety in all public areas.
	
	

	11.4
	Controlled access and appropriate security.
	
	

	11.5
	Sites are demarcated and signposted.
	
	

	11.6
	Taps with running water are easily accessible.
	
	

	11.7
	Refuse bins are provided.
	
	

	11.8
	Easy access to communal facilities.
	
	

	11.9
	Permanent campers are separate from transient campers.
	
	

	12
	BACKPACKERS AND YOUTH HOSTELS
	
	

	12.1
	Safe keeping facilities are available for guests.
	
	

	12.2
	Procedures for summoning assistance are available 24 hours a day.
	
	

	12.3
	After registration, the guest has access to the establishments at all times.
	
	

	12.4
	Establishment is fit for purpose intended.
	
	

	12.5
	Establishment policies are communicated to guests at the time of booking.
	
	

	12.6
	All amenities, facilities and services are clearly described.
	
	

	12.7
	Dormitory rooms have sufficient space to allow freedom of movement and access to all furniture.
	
	

	12.8
	At least one bath/shower to every 12 guests and 1 toilet with washbasin to every 10 guests.
	
	

	12.9
	Self-catering facilities or a dining room is available.
	
	

	12.10
	Lounge and / or relaxing area for guest available.
	
	


CAPE TOWN ROUTES UNLIMITED (CTRU)

MINIMUM REQUIREMENTS FOR ACCOMMODATION ESTABLISHMENTS

ANNEXURE D

ABLUTION REQUIREMENTS

	Each should have:

	· A bath or shower 

	· Washbasin 

	· Toilet

	· Soap dish / dispenser

	· Toilet roll holder and toilet paper

	· Sanitary bin in each bathroom

	· Adequate ventilation (e.g. an extractor fan or opening window)

	· A towel rail, hooks, towel shelf or equivalent

	· Running, water for bathing should be available at all reasonable times

	· Clean towels (if applicable)

	· New soap 


ANNEXURE B

KITCHEN INVENTORY (MINIMUM)

	
	Per Person:
	
	Per Unit:
	

	1
	Knife
	
	Chopping board
	

	1
	Fork
	
	Kettle
	

	1
	Tea spoon
	
	Bread knife
	

	1
	Dessert spoon
	
	Carving/sharp knife
	

	1
	Small plate
	
	Wooden spoon (stirring spoon)
	

	1
	Large plate
	
	Frying pan
	

	1
	Teacup and saucer (or mug)
	
	Saucepan
	

	1
	Bowl
	
	Oven roasting tray (if oven present)
	

	1
	Tumbler
	
	Dish cloth
	

	
	
	
	Table spoon
	


Points of note:


THE TREE REASONS WHY MOST BUSINESSES FAIL;


“80% of new businesses fail within the first tow years”. This is largely due to:


Lack of adequate planning and preparation especially in predicting market demand.


Indadequate management skills.


Insufficiant capetal to launce the business and carry it throuh the development phase.





TIPS TO ENSURE THAT YOUR BUSINESS WILL SUCCEED


Talk to all the local authorities under whose jusidiction you business will operate many regulations need to be complied with. Ignorance of the law is no defence and heavy penalties may apply.  


Contact one or more of the trade associations.  Their criteria membership is usually a summary of all legal requirements.  In addition it will list other neceassary criteria for the establishemtnt of a successful business as experienced by their members over many years.


Set up a proper legal trading entity such as a Limited Liability Company ([Pty] Ltd) or a Close Corporation (CC). This will protct you and your partners in your private capacities.


Set up meetings with an accountan, a lawyer, a road transport specialist, bank manager, the Receiver of Revenue etc.


Funds to start up you business have to be secured through commercial lending channels such as banks and financing companies.  Remember that any tourism related business might take up three years before it develops a market share and becomes financially viable.


Do much preliminary work and research presentation of your concept.  This will allow advisors and financiers time to read and absorb it befor giving you misuided advice due to bad communication.


To achieve the best results you will need to commit time and money to the planning stage.  The amount of effort you invest initially will significantly enhance you chaces of success.  If you don’t have the time, confidence, or the skills to do the work then it is bes to employ a qualified cosultant or professional. - SATSA
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