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Enterprise and Self Employment Skills

Information for Participants

Welcome to this module in Enterprise and Self-Employment skills, the module has now been running since 2004.  The aim of this module is for you to explore ideas and issues around running your own business.  You will gain an understanding of self-employment and what it means to be your own boss.  You will have the chance to test out some ideas for your own business.  To decide whether this career option is right for you now, sometime in the future, or possibly not at all.  You will gain additional skills that can be useful for many different options in the Graduate labour market.

Here are some comments from PREVIOUS PARTICIPANTS:
· "The most beneficial aspect was …it gave us the chance to actually experience the procedure of making a real business plan and see the possibilities of being self‑employed in the future."
· "Great module for those who wish to start their own business."
· "If I wanted to start a business now I feel I would have confidence in my ability to make a business plan…."
· "Provided a lot of business skills and knowledge"
· "Very good module - I recommend it to others!"

The idea behind this module is that it will appeal to and attract students from a wide range of courses; it is not aimed at any one course in particular and we expect that in the Self-directed study time you will do your own interest specific research.

The module will be a very practical course, lots of hands-on activities and exercises to have a go at.  There will also be plenty of opportunities for you to work in groups, to share ideas and to participate in activities both inside and outside the lecture sessions.

We realise that we can’t insist that you attend every lecture but anyone who is thinking of setting up in business one of the qualities you must have is commitment and so we expect you to demonstrate this by turning up to events!

There are lots of Enterprise activities going on in the University under the ThinkBusiness@Bradford banner e.g. Business incubation support, Business ideas competitions and business mentors: we will show you how to link into this additional support.  We are also keen that you network and link into other sources of funding, support and help, after all this is just 12 week module and we can only hope to cover a limited amount.  So we hope that you will use your self-directed study time to develop your links and build up a network of useful contacts.

As this is a relatively new module, we hope that you will enjoy it and most importantly benefit from it.  We are keen to gather your feedback so don’t be afraid to ask questions or to seek advice.

Anticipated Workload Pattern

	
	Time (hours)

	Lectures

Seminars and Tutorials
	22

15

	Balance of Time for Self Directed Study

It is up to you how you use your self-directed study time because this will be determined by your own individual business planning needs.

Including involvement in Think Business@Bradford events, signing up to e‑entrepreneur groups, networking.

From past experience we anticipate that a large portion of this time will be used to prepare and then refine your Business plan.
	63

	TOTAL:
	100


Course Tutors

A team of 3 that includes Careers Advisers Hermione Berry and Ann Berry and University Teacher in Enterprise Shahid Rasul will deliver the module in Career and Personal Development.  All three will be involved in the assessment of your work.

Ann Berry

Ann has been a careers adviser for more years than she ever thought possible but has a portfolio career now that involves working at University of Bradford and for Graduate Prospects as an adviser and freelance careers writer.  Ann grew up in a small family business and still has family who are involved in running their own business.  Ann’s long term aim is to set up her own business but is still looking for the right idea to take forward.
Shahid Rasul

Shahid Rasul has been with the University since October 2003.  Prior to this he was in the Department of Technical Education in Brunei Darussalam.  His commercial experience includes over ten years of direct involvement in small and family business, from start-up to sell-out and a variety of part-time and full-time jobs including, British Telecom and Sock Shop.

As well as teaching enterprise modules he has a wider role in the university, to promote and co-ordinate enterprise learning, through the ThinkBusiness@Bradford initiative based in Research & Knowledge Transfer.

Hermione Berry

Hermione has worked in careers for about 4 years, but prior to this worked in human resources for a call centre, an investment bank and a couple of large retailers.  She comes from a family of market traders, so she knows about the ups and downs of self employment.  One day Hermione hopes to become self-employed as a consultant – but don’t tell her boss just yet!

Aruna Bhardwaj

Aruna has worked at the University for over 15 years.  In her role as Administrative Support Assistant she looks after the administration of this and other modules provided by the Career Development Services and the Computer Centre.  She is the first point of contact for student queries.

Visiting Experts

When we designed this module we decided at the outset that there would be enormous benefits to students if we could work in partnership with outside agencies so we will be welcoming a variety of different experts to some of our sessions.

In the past we have had: 
· Budding entrepreneurs who have just established a business, 

· Business planning experts from local banks

· Business Advisers from the local Businesslink: 

· Representatives from training organisations, who specialise in the area of self employment.

· Financial experts who are eager to share their expertise.
These visiting experts provide you with a ready made network of contacts that you use to help you pass this module.

In order to take full advantage of these important module sessions we ask that you make every effort to attend and participate in any exercises that the visiting experts may bring.

Field Visit

Last year we went out on Field visit to a small but rapidly growing local company - Fantastak who are based in Shipley.  Fantastak have won a number of small business awards both locally and for their exports.  We were able to speak to one of their managing directors, hear about how he set up the business and what running a business involves and then we had a short tour of the company premises.  The visit was one of the highlights of the module for most students and so we hope to organise another field visit again this year.

ASSESSMENT

Formal assessment on this module will be split as follows:

	Assessed Elements
	Possible Marks

	Submission of a group Business Plan

This will include an individual summary of whether self employment is right for you.
	
80%

	Group Presentation of the Business Plan to a panel


	
20%

	TOTAL
	
100%


Details of how you will be assessed

1. The assessment for this module is centred around the production of a Business Plan; as this would be your starting point for setting up your own business.  We expect that most of you will choose to work in a group to do this assessment.

2. The other part of the assessment is that you will have to present you plan to panel; this is again an important activity that you would have to be able to do if you were hoping to secure funding or to impress investors.

3. The final part of the assessment is that we are interested in whether you are interested in the idea of Self Employment, so we want to hear individually whether this is the right sort of career option for you.
All the lectures, workshops and events on this module will be concerned with a particular aspect of the Business Plan.  This means that if you miss a week or a number of sessions you will miss vital information that you will need, in order to prepare your business plan.

Assessment will be as follows:

1. Your group Business Plan – you must hand in a draft business plan at 2pm on Tuesday May 2nd 2006 this is at the start of the week 10 lecture. The following week you will receive feedback on this draft.  This will give you time to refine your Business Plan before the final hand in date.

2. Your Business Plan Presentation- this will take place on Tuesday 16th May 2006.  You will be assessed by a panel on elements of your Business plan. Time and location will be advised.

3. The final version of your GROUP Business Plan and your individual thoughts on whether this is the right career option for you must be handed in on or before 12 noon on Monday 22nd May 2006.

It is important that your final Business Plan should show evidence that you have taken on board the advice from the panel.  The final hand in will be to Aruna Bhardwaj/Ann Berry in Career Development Services.

Work not submitted or presented by the deadlines given above (or agreed extension deadline) will fail and a mark of zero will be recorded.
Business Plan – 80% of overall module mark

Deadlines:

	Draft Business Plan:
	Tuesday 2nd May 2pm in the lecture – 1 copy

	Final version:
	Monday 22nd May by 12 Noon to Ann/Aruna in Career Development Services, Communal Building


Brief

You have to prepare a business plan that details your business idea.  This must be based on either:

a) An existing skill or activity that you are already involved in or that have some experience in this area Therefore it would not be acceptable for you to start up a catering business if you have no experience in catering.

b) You can select an area of the University where you can see a business opportunity; this could be in a new service for students or staff or could be a way of improving an existing service.

c) Or you might have a great new idea for a product or service that would be of interest to the wider community

Your group will work together on a Business Plan, but individually you will complete a short individual personal reflection on whether self-employment is the right career option for you. 

Group work:

There is a huge range of styles of Business Plans, and none is necessarily better than the other.  Your group will have to decide what style of business plan best suits your Business idea.

In your Business Plan the assessors will be looking for:

1. Clear evidence of your business idea – the product or services

2. What research has been done to understand customers and what they require –market research and marketing ideas.

3. Have you thought about what will happen, when it will happen and who will do it – implementation issues?

4. Have you thought of contingencies – what might go wrong and what will you do?

5. How is the plan laid out, is it easy to follow, how has it been presented and what visual impact does this make.

6. Correct use of spelling, language and grammar will also be important.

A general idea for what to include is below:
1. Executive Summary – outlines the whole idea it will be written last but needs to be the first page of the Business Plan.

2. The purpose of the Business Plan, -The product or services, -The market opportunity, -Promoting your business, -The management team, -Money Management.

3. The business and product

4. Markets and Competitors

5. Sales and Marketing

6. Management Team

7. Managing the Money

8. Contingencies

9. Appendices –this section could include things like Menus, a store layout, list of equipment required or computer research, surveys etc.

In your Individual Reflection the assessors will be looking for your thoughts on (THIS IS AN IMPORTANT PART OF THE ASSIGNMENT AND IS WORTH 25% OF THE BUSINESS PLAN MARK):

· Your contribution to the group, did you turn up to meetings, did you offer ideas, which parts of the research did you do?

· What skills would you bring to the business and why?

· Would you be interested in becoming self-employed, now or at anytime in the future and your reasons for and against this?

Business Plan Presentation – 20% of overall module mark

Deadline

	Presentations will take place on Tuesday 16th May 2006 – time and location to be allocated nearer the date.


NB: Lecture in week 10 is all about selling your ideas and impressing a panel.

Brief

You have done your research, prepared your plan and made sure that you have sought professional advice.  Now you have to get someone to take you seriously and to gain their interest in your business idea.

You will have a maximum of 10 minutes to present to a panel.  This means that you will not have time to present everything –so you will need to decide what the main points are that you want to get across.

You will then face up to 5 minutes of questions from the panel. PowerPoint and OHPs, flipcharts will be available.

The panel of assessors will be looking for the following:

· Is there a clear idea and direction?

· What Market Research has been done?

· How is the business idea going to be implemented?

· Have you checked finances?

· Have you evaluated the skills and expertise within the team?

· The panel will also look for how well the business idea has been sold to the panel, how you presented the plan, what visual aids and materials were used and how questions were dealt with.

More on Assessment

Late Submission and Extensions

Work handed in after the due date and time specified will normally receive a nil (0) mark unless there are acceptable mitigating circumstances, e.g. illness supported by a doctor’s note.

An extension of time for assessed coursework will be granted only in the event of unforeseen circumstances.  If you wish to apply for an extension, you must do so in advance of the deadline or agreed extended deadline, and in writing following your departmental procedures.

It is essential that you ask your personal tutor to email Aruna Bhardwaj in Learning Support Services 

Non-attendance at the Business Plan Presentations

Attendance at the Business Plan presentations is not optional - it accounts for 20% of your total module marks.  Unless you have good cause to miss this session, and this has been agreed by the module co-ordinator, you will need to be there.

Referral

In the event of any student not satisfying the overall pass mark for this module, supplementary assessment will be the re-submission and or representation of appropriate elements of coursework.
Plagiarism

It would be very easy to download one of the many business plans that are around on the Internet, but experience tells us very easily who has done this and these copies are easy to spot.

Copying assessments breaches academic integrity in a fundamental way and constitutes a grave breach of regulations and as such the University would take necessary disciplinary action.  Copying is simply a form of cheating - pretending something is yours when it is not.  At its most blatant, it is generally known as plagiarism.

Plagiarism can also involve:

· The purchase of assignments from internet “ghost writers”;

· The copying of material from the internet without references;

· The copying of material from texts.
Your work must be entirely your own and if any work has not been written by you then it need to be fully referenced in the appropriate manner and you must be sure that it does not contain work from unacknowledged sources.  Under University regulations, disciplinary processes could be taken against students who allow their assignments to be copied and that intent rarely features as mitigating circumstances considered by the University disciplinary committees.  If you are unsure of what is meant by plagiarism, a tutor will be happy to advise.  

The University has well-proven and well structured processes to deal with cases of suspected plagiarism and this could lead to a student’s expulsion from the University.  Where plagiarism is suspected, Career Development Services will refer to the student’s academic department and to the University procedure.  You can also see the University’s Statement on Academic Integrity at: 
www.brad.ac.uk/admin/acsec/assu/statement_on_academic_integrity.htm
Feedback

We strongly believe that feedback is important therefore we provide feedback on your draft Business Plan; you will receive this on May 9th; if you take account of our comments and recommendations there should be no reason why when you submit the final version of your plan that you will not be successful in this module.

After your work has been assessed you will receive feedback pointing out any areas for development.  This feedback will indicate, where appropriate, any steps you can take to improve.  Feedback will be sent to you by the Module Administrator together with other feedback on your assessed work for this module in due course.  

The marks awarded will be subject to confirmation by your Examination Board.
Enterprise and Self Employment Skills - Reading List/Book Resources
	ENTERPRISE AND SELF-EMPLOYMENT SKILLS

	
	TEXT
	Available in Careers – Reference Only
	Available in Library – No of copies

	Hashemi, Sahar and Bobby
	Anyone Can Do It

(Capstone 2002)
	1
	3

	Lloyd, Bruce
	Entrepreneurship:  creating and managing ventures 

(1989, Pergamon Press)
	-
	1

	Golzen, Godfrey and 

Reuvid, Johnathan
	A guide to working for yourself 

(2002, Kogan Page)
	-
	1

	Barrow, Colin and 
Barrow, Paul
	The Business Plan Workbook

(2001, Kogan Page)
	-
	1

	Jones, Nigel
	Business start-up checklist

(1998, Accountancy Books)
	-
	1

	Morris, M
	Starting a Successful Business

(2001, Kogan Page)
	-
	1

	Carter, Sara
	Enterprise and small business

(2000, Financial Times)
	-
	1

	Barrow, Colin
	Financial Management for the small business (2001, Kogan Page)
	-
	1

	Shell Live-Wire
	Planning to Succeed in Business

(2000, Shell Live-wire pack)
	1
	-

	Irwin, David
	Planning to Succeed in Business

(Shell Live-wire)
	1
	-

	Business Action Pocket Books

Irwin, David

Shell Live-wire
	Business Action Pocket Books:

Building Your Business

Managing and Employing People

Finance and Profitability

Developing Yourself and Your Staff

Sales and Marketing

Managing Projects and Operations

Effective Business Communications
	1 of each
	-

	Blackwell, Edward
	How to prepare a business plan

(2002, Kogan Page)
	-
	1

	Burns, Paul
	Entrepreneurship and Small Business

(Polgrave)
	1
	-

	Leibert, James
	Smart – business

(2004, Capstone)
	1
	


Useful websites:

	· www.shell-livewire.org
	· www.businesslink.org

	· www.prospects.ac.uk
	· www.bradford.ac.uk/thinkbusiness


Teaching Schedule Semester 2 2005-06: Tuesdays 2 - 4pm
	Week
	Date
	Programme
	Notes
	Tutors
	Location

	1


	31 Jan
	Introduction to the Module

Exploring Enterprise
	
	Ann

Hermione

Shahid
	JB Priestley

01.58

	2


	7 Feb
	Is self employment right for you? –looking at the skills and attributes required.
	Some practical group activities 
	Ann

Hermione

Shahid
	JB Priestley

01.58

	3


	14 Feb
	Meeting the Experts

What makes an Entrepreneur?

A chance to speak to entrepreneurs who have already set up in business.
	Practical activities
	Shahid

Ann 
	JB Priestley

01.58

	4


	21 Feb
	Sorting out your Groups

Starting to formulate your business ideas
	Who can you work with?

Ideas generation
	Ann

Hermione

Shahid
	JB Priestley

01.58

	5


	28 Feb
	So what is a Business Plan?

Looking at examples of Business Plans
	External Expert 

Speaker from HSBC
	Shahid

Ann or Hermione
	JB Priestley

01.58

	6
	7 March
	Market Research

PRACTICAL
	Practical activity

Groups prepare a 1 side A4 questionnaire
	Shahid

Ann 

Hermione
	JB Priestley

1.7

	7
	14 March
	Financial Planning
	Visiting speaker and external expert

Accountant - David Warren
	Shahid

Ann or Hermione
	JB Priestley

01.58

	8


	21 March
	Field Visit
	Company Visit
	Ann

Hermione

Shahid
	JB Priestley

01.58

	EASTER BREAK

	9


	25 April
	Chance to review your progress, to seek advice and help from the tutors.
	Refresher on what is required for Assessment
	Ann

Hermione

Shahid
	JB Priestley

2.7a and 2.7b

	10


	2 May
	Pitching your Business Idea

How to sell your ideas and impress the panel
	Hand in draft business plans


	Hermione
	JB Priestley

01.58

	11


	9 May
	Observations on draft business plans

Time for groups to meet and work on plans
	Short input on general findings.
	Ann

Hermione

Shahid
	JB Priestley

01.58

	12


	16 May
	Assessed Group Presentations
	Times to be provided
	Ann

Hermione

Shahid

Catherine
	JB Priestley 

01.58
and 1.7

	Monday 22nd May
	Submission of final version of Business Plan to Ann/Aruna by 12 noon at Career Development Services, Communal Building
	


January 2006


