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This Guide is one of a series aimed at covering various aspects
of trainer and organiser competancy for support of small business
initiation and development. The series includes:

- A Guide to the general competence required of Trainers and
Organisers of smail business programmas.

- Guide to Trainer competency for stimulating Pre-start-ups.

- A Guide to Trainer competency for stimulating Start-ups.

- A Guide to Trainer competency for assisting small businesses
(having under 50 employees).

- A Guide to Trainer competency for assisting small businesses
to cope with the Single European Market of 1992.

A short Introductory Booklet is available, setting out the overall
objectives of the Guides and how they might be used. In addition,
a brief bibliography of Enterprise training material available in
various community countries is provided.
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Preface

SMEs are a very important element of the European economic
and social area which Is in the course of construction, and would
be better equipped to perform their role if they were to demonstrate
both solidity and flexibllity. In order to do so, they must be
managed In the best possible manner. The improvement of the
qualifications of owners and managers of these enterprisesisthus,
amajor challenge. The Member States cannotignore this fact, and
the Community Action Programme in favour of SMEs takas this
into account in its general orientation.

The improvement of the operational abilities of small and medium
enterprises in the Community, allowing them to seize the oppor-
tunities available as a consequence of the Single Market, is the
objective assigned to the Commission of the European Communi-
ties.

Recent initiatives for the “Preparatuan of small and medium enter-
prises for the Europe of 1992 (1) are evidence of the crucial role
of the training of owners and managers as seen from this perspsc-
tive.

The overall objective of this series of Guides is to help improve the
supply of training for small businesses in the EEC. We recognise
that presently, this supply falls somewhat short of needs and
perhaps even fails to mest effective demand. The challenge to the
supply side therefore, is to convert needs into demands and to
meet these effectively and efficiently. This is critical if SME's are to
be encouraged and supported to take full advantage of the Single
European Market by 1992,

We recognise that throughout the community there is already an
extensive supply offer and there are numerous manuals and
guides for those wishing to start small businesses or develop
them. We also recognise that the term small business embraces
many millions of companies of different types, with very different
learning needs. We have not therefore attempted to produce yet
another manual for we do not believe that this would contribute to
closing the gap.

These Guides are based upon the belief that the key to closing the
gap is the development of a professional cadre of trainers and
organisers throughout Europe operating to recognise standards of
competency. They should have all the entrepreneurial skills requi-
red to reach the owner-manager and his staff with their services.
And they should be able to practise all they preach in terms of en-
suring that the training product Is carefully geared to the needs of
specific groups of consumers.

1) Proparation of small and medium -sized enterprises for the Europe of 1992 -
“Experimontal training schemes* SEC (88)1860

Aruitoxt provided by Eic:
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We hope the trainers and organisers will use the Guides for self
and peer assessment and development, and indeed, that this
manual may emerge as a basis for a training programme for the
development of the competencies of trainers and organisers of
small business throughout the Community.

This guide, coming at this opportune moment, will serve to
complament the efforts of DG 23. it will no doubt be a valuable
instrument for all those whose purpose Is to make our European
enterprises more aware of the importance of the quaiity of their
human resources as a means of achieving greater competitiveness.

Alan Mayhew

Director

Commission of the EC. DG 23
Brussels

Eugene Muller
Member of the Management Board of CEDEFOP
Luxembourg

Corrado Politi
Deputy Director of CEDEFOP
Berlin
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The guides

There are five separate Guides as follows:

1. Ageneral Guide to the development of trainer/organiser com-
petency for the creation of effective small business training
programmes.

2. AGuide to the basic competency requirements for developing
training programmes to stimulate the pre-start-ups.

3. AGuids to the basic competency requirements for developing
effective training programmes to assist business start-ups.

4. A Guide to the competency requirements for developing effec-
tive training programmes to assist small businesses under 50
employees to survive and grow.

5. AGuide tothe challenge to trainers and organisers of 1992 and
the competencies required to develop effective programmes to
help small firms cope with the transition.

In each Guide thers are examples and casss of training program-
mesin countries of the Community. There is also a short listofcopy
books, pamphiets and other guides available in each country.

The aims of the guide
The Guides are designed for those who are involived in organising
and delivering training to existing or would-be small business
owners. The overall aim is to focus attention upon the basic
competencies required by organisers and trainers for the effective
development and delivery of programmss:
- To produce and deliver training programmes for pre-start-ups
- Produce and dsliver training programmes for the start-ups

- Produce 2nd deliver training programmes for existing small
businesses having under 50 employees

- Produce and deliver programmes to help smali business cops
with the transition to 1992

Notes

Introduction 1.
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The users of the guide
The Guides are designed for use by:

- Trainers and consuitants of small business
- Organisers of training for small businesses
- Funders of training

- Owner-managsers themsaelves

The trainers for small businesses in Europe may comse from a
wider variety of different organisations including: Private Consul-
tants; Trade and Business associations; Chambers of Commerce;
Small Business Clubs; Vocational Training Centres; Universities
and Polytechnics; Management institutes; and the Profassionsin-
cluding the Banks, Accountants and Lawyers.

Many of the personnel from these crganisations with an interest in
the development of training programmes will not themselves,
however, be trainers. They will be Organisers of training. Their
concem will be to ‘'buy-in’ teaching and training staff from a range
of other institutions.

Some of the organisations mentioned above may not ba either Or-
ganisers or Trainers but funders of training. They will therefore be
interasted in the competency of those to whom they are supplying
a resource. :

The Guides recognize that the total ‘supply offer’ of training for
small business in Europe varies enormously in length, objectives,
programme structure, delivery and price.

Defining the ultimate client-small business
groups

The Guides focus upon three broud customer groups of the small
business Organiser and Trainers:

- The pre-business start-up
- The business start-up
- Small business having under 50 employees

The pre-business start-up is defined as a person who does not
have a firm or valid business idea, is still unsure of their motivation
and ability to start a business and who may or may not have the
resource.

This group can be distinguished from the business start-up which
is defined as those who do have a firm idea which seems to be

Notes

Introduction -2.
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reasonably valid, and in relation to the idea, have a sufficient
potential ability, motivation and resource to stand a reasonable
chance of making it into business with adequate training and
counselling.

Small businesses are defined as those who are self-employed or
who are employing less than 50 employees. They may be busines-
ses who have recently started and are concemned with coping with:
the problems of initial survival. They may be businesses which
have been in business for some time and are merely wishing to
maintain themselves at their present level of tumover and income.
There may be businesses among them who are more ambitious
and who wish to grow.

Each of the Guides is based upon the principle that the compet-
encies of trainers and organisers are derived from the needs of the
customer. Thus, each of the Guides follows a pattern of identifying
the needs of the customer group, before defining the compet-
encies and abilities of organisers and trainers to deliver effective
leaming programmes.

The competencies of the trainers and organisers are derived
from the needs of their customers.

Why the guides are needed
The Guides have been developed bacause it is believed that:

- The independent owner-manager business person requires by
his/her nature a distinctive approach which is different from that
offered to managers in large companies.

- This approach requires in turn the development of very distinc-
tive competencies among trainers and organisers.

- Unless this challenge is met, the supply of training will continue
to remain well below the needs.

- Needs should be clearly distinguished from demands. For a
variety of reasons discussed below, there may weli be substan-
tial training needs in this sector which are not brought forward
into & clear demand from the supply side.

- The conversion of needs into effective demands is the major
challenge to which these Guides are directed.

Notes

Introduction 3.
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Why the guides focus upon trainer and organiser
competency

The emphasis in these Guides is upon the Process rather than the
Content of training forthe small firm. Thereis no attemptto provide
adetailed guide as to how to train the small business in the various
conventional functiona! areas such as marketing, finance, mana-
gement contro), industrial relations, and soon. Instead, the Guides
focus upon the davelopment of the competencies of those who are
organising and delivering training. The major reasons for this are
that:

- The potential and existing small business population is numer-
ous and highly heterogeneous. There is no standard small bu-
sin@ss.

- The same is true for owner-managers. They vary widely in age,
experience, ability, motivation, commitment, resources and

learning styles.

- Their lsaming needs are also very varied and usually will accord
with the development needs of the business as exhibited by the
current and future problems and opportunities that the business
faces.

- As a result it is difficult to arrive at a standard ‘training’ need in
terms of marketing, finance, production and so on.

- In each of the countries of the Community there are already
many publications designed to assist the pre-start, start-up and
micro-business and there are also many publications addres-
sed to the teaching and training of small businesses in the con-
ventional functional areas. A selection of this country material
is noted in the Guides.

- Overall, owner-managers do not read manuals and trainers, by
and large, preler their own material.

The major challenge to the training supply offer for small business
in Europe is not the absence of training material, but the ability of
trainers and organisers to eftectively identify needs and demands
and develop an appropriate offer. Such an offer is likely to be
frequently differentiated to cater for the needs of different groups
of small firms. Recognition of the need for a differentiated ap-
proach implies a criticism of standard programmes of marketing,
financial management, management control and so on. A stan-
dard programme approach can lead to the training offer to the
small firm being in the form of a diluted version of what s delivered
to large company managers, or even worse, to studants in busi-
ness schools or colleges.

Notes

introduction -4-
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The real need is for training that is appropriate to the various stages
of development of the company and to the existing level of
understanding and capability of the owner-manager. The market-
ing training nesds of those in a start-up situation are different from
those running a small micro-business serving the local market and
are very different from those developing their businesses into
national and intemational markets. Even the relevance of the
‘basics’ may differ. The delivery of over-sophisticated approaches
to the small firm, not appropriats to its stage of development, will
mean that it cannot transfer learning into practice. There is no
shortage of trainers who are ‘experts' in aparticular discipline. The
real challenge is how to deliver this subject knowledge at the
appropriate level and in a manner appropriate to participant need.

Training as an entrepreneurial business

Training is a product or service like any other. it mustbe developed
to meet needs, even if it cannot always be sold at a commercial
price. The trainers must recognize that there is competition not
only from other trainers but also from the widely different ways in
which owner-managers and their staff leam. Much owner-manager
learning, for example, occurs by personal contact with other
owners. This form of learning may be just as effective as the more
formal learning approaches of the trainer.

Providers oftraining to the small business nesd totake a business-
like approach. The competencies of trainsrs and organisers,
therefore, are tied to a process of business development (as in
Exhibit 1 overleaf)

Thebusiness-like approach to training must also, however, be ent-
repreneurial in delivery and marketing and not bureaucratic. it is
possible to have a business-like approach to training but with a
delivery that is un-enterprising. Such fashionable management
theorists as Drucker and Peters point to the characteristics of the
entrepreneunal approach as being: flexibility in changing the ap-
proach to match changing circumstance; informality which facili-
tates flexibility; mistake-making as a means of learning; personal
customer focus as opposed to broader formal marketing ap-
proaches; holistic approaches to management, rather than func-
tional approaches; overlapping jobs and ‘untidiness’; wide free-
dom for initiative; sacrificing of control to achieve this initiative,
providing greater ownership of the business to the individual who
is running it as a means of developing commitment; and the close
linking of rewards with company performance. These managerial
philosophies can be embodied in training approaches.

Notes
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Notes

EXHIBIT 1

Tralning as a business

ldenﬁfying and segmentlng potentiai customers

Understanding the existing environment and the way
it already meets customers leaming needs through ¢
counselling, advice and information

Being aware in particular of what training programmes
already exist and thelr strengths and weaknesses

Achieving the necessary quality standards in delivery

of the programme

Marketing the programme

Ensuring efficiency and effectiveness through monitoring
and control ot the danvary process

Exhibit 2 contrasts a traditional approach to training with a more
entrepraneurial approach as embodied in this Guide. Thus, the
trainer should, by the very process by which training is carried out,
be encouraging the development of enterprise in the participants.

Introduction J8-
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EXHIBIT 2

Entreprensurial and conventional training approaches

Notes

The Conventional Approach

Maijor trainer focus on content
Led and dominated by trainer
Training experts hands-down

knowledge
Emphasis upon “know that"

A A et ke 5 ANt bbb o el S B A P

Participants passively receiving
knowledge
Sessions heavily programmed

Leaming objectives imposed
Mistakes looked down upon

e A B A A A Al St 1 A e . P A AR AT A e e 3 58 w190,

Emphasis upon theory

Subject / functional focus

SN ARA o on o one aee omow

Introduction

The Entrepreneurial Approach §

Major trainer focus on process
of delivery

Ownership of learning by
participant

Trainer as fellow leamer/
facilita.or

Empha sis upon ‘know how' and
*know who"

Participants generating
knowledge

Sassions flexible and
responsive to needs

Leamning objectives negotiated

Mistakes to be learned from

Emphasis upon practice
Problem/multi-disciplinary focus §




How to use this guide
The Guide can ba used for a number of purposes:

- For selecting and recruiting organisers and trainers for small
business in general

- For selecting and recruiting organisers and trainers for specific
programmes for small business

- As a Guide to the identification of training needs of organisers
and trainers.

-As a Guide to the development of training programmes for
organisers and trainers

- As a Guide to self appraisal of existing organising and training
institutions for small business or indeed individuals within these
institutions.

In each of the Guides there is a framework sefting out the overall
competencies required for delivery of programmes (derived from
the needs oi slients). Each competency identified is broken down
into a number of sub-compstencies, against which individuals or
institutions can chack themsaelves.

To avoid repetition, the first Guide sets out the framework of
general competencies for trainers and organisers of training.
Subsequent Guides merely indicate the specific trainer compet-
ancies associated with the particular client group upon which the
Guide is focused.

Notes

Introduction .8-
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This Guide is one of a series aimed at covering various aspects
of trainer and organiser competency for support of small business
initiation and development. The series inciudes:

- A Guide to the general competence required of Trainers and
Organisers of small business programmes.

- A Guide to Trainer competency for stimulating Pre-start-ups.

- A Guide to Trainer competency for stimulating Start-ups.

- A Guide to Trainer competency for assisting small businesses
(having under 50 employees).

- A Guide to Trainer competency for assisting smll businesses
to cope with the Single European Market of 1992.

A short Introductory Booklet is available, setting out the overall
objectives of the Guides and how they mightbe used. In addition,
a briet bibliography of Enterprise training material available in
various community countries is provided.
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Preface

SMEs are a vary important element of the European economic
and social area which is in the course of construction, and would
be better equipped to perform theirrole it they were todemonstrate
both solidity and flexibility. in order 1o do so, they must be
managed in the best possible manner. The improvement of the
qualifications of owners and managers of these enterprisssisthus,
amajor challenge. The Member States cannotignore thisfact, and
the Community Action Programme in favour of SMEs takes this
into account in its general orlentation.

The improvement of the operational abilities of small and medium
enterprises in the Community, allowing them to seize the oppor-
tunities avallable as a consequence o ‘he Single Market, is the
objective assigned to the Commission of the European Communi-
ties.

Recent initiatives for the “Preparation of small and medium enter-
prises for the Europe of 1992" (1) are evidence of the crucial role
ot the tralning of owners and managers as seen from this perspec-
tive.

The overall objective of this series of Guides Is to help improve the
supply of training for small businesses in the EEC. We recognise
that presently, this supply falls somewhat short of needs and
perhaps aven falls to meet effective demand. The challengeto the
supply side thurefore, is to convert needs into demands and to
mest these effectively and efficiently. This is critical f SME's are to
be encouraged and supported to take full advantage of the Single
European Market by 1992.

We recognise that throughout the community there is already an
extensive supply offsr and there are numerous manuals and
guides for those wishing to start small businesses or develop
them. We also recognise that the term small business embraces
many millions of companies of different types, with very different
learning needs. We have not therefore attempted to produce yet
another manual for we do not believe that this would contribute to
closing the gap.

These Guides are based upon the belief that the key to closing the
gap is the development of a professional cadre of trainers and
organisers throughout Europe operating to recognise standards of
competency. They should have all the entrepreneurial skills requi-
red to reach the owner-manager and his staff with their services.
And they should be able to practise all they preach in terms of en-
suring that the training product is carefully geared to the needs of
specific groups of consumers,

1) Praparation of small and m adium -sized enterprises for the Europe of 1992 -
“Experimental training schemas " SEC (88)1860
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We hope the trainers and organisers will use the Guides for self
and peer assessment and development, and indsed, that this
manual may emerge as a basis for a training programme for the
development of the competencies of trainers and organisers of
small business throughout the Community.

This guide, coming at this opportune moment, will serve to
complement the efforts of DG 23. it will no doubt be a valuable
instrument for all those whose purpose is to make our European
enterp-isss more aware of the importance of the quality of their
human resources as a means of achlaving greater competitivensss.

Alan Mayhew

Director

Commission of the EC. DG 23
Brussels

Eugen: Muiler
Member of the Management Board of CEDEFOP
Luxembourg

Corrado Politi
Deputy Director of CEDEFOP
Berlin
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The generic competencies of trainers

A competency Is defined in terms of:

'An sbility to perform certain tasks for which specific know-
ledge, skills, attitudes and motivation are necessary’.

The relevant competencies of trainers are derived from the spe-
cific needs of the businesses they are seeking to assist and in re-
spect of our three categories of pre-start-up, start-up and small
business are identified in Guides 2 to 5. The general (generic)

s that all small business trainers should have are
described in this Guide.

Training is a service which, like any other servics (or product), has
to meet neads, has to be developed and tested with customers,
has to be packaged, distributed, must reach the market and be
produced efficiently and effectively. Thus, in many ways, the
competency needs of the trainer match those of the small busi-
Ness OWNer-manager.

in general the trainer should be able to:

-Undertake needs analysis of individual clients in order to
identify their personal leaming naeds, which will in turn, provide
the objectives for the programm:e.

- Undertake a profiling of the small business in order to identify
its development needs. This, in tum, will point to the learning
needs of management in terms of their ability to solve prob-

lems and grasp opportunities.

-Group needs and customers for training in a manner which
enables programmes to be better targeted to meet the needs
of different sets of customers (Niche Marketing).

- Understand the process of business development, (of start-
up, survival and growth) and the associated problems and
opportunities which owner-managers are likely to encounter in
this process. Without this understanding, there will be a lack of
empathy between trainer and manager.

- Develop programmes over a wide range of programme typol-
ogies to meet the various customer needs identified in the
most efficient and effective manner.

- Design an attractive sounding programme for the purpose of
marketing and lay it out by poster and brochure promotion in
the most stimulating way possible.

Notes

Guide No. 1 -1-
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- Undarstand the relevant environment of the business, have
dosepersonalomtactsandcredibmtywithitandbaab!eto
use It to the maximum effect in support of programmes

- Understand that owner-managers leam in very different ways
and that trainers must to be able to adapt to ditferent new

learning styles.

- Use all existing relevant material and guides. This requires a
knowledge of the literature and of existing programmes includ-
ing those of competitors

-Produce own material to meset the needs of clients as and
where necassary

- Understand that training for small business must be delivered
in an enterprising fashion and have the necessary skills to do
this

-Deal with business problems over a wide range of different
functional areas and be able to teach in a multi-disciplinary
fashion (aven though the trainer may have his/her own single
area of expertise).

- Be able to counsel both individuals and groups so that leaming
can be effectively translated into action.

- identify a range of appropriate speakers for any particular
programme, know when and how to use them and how to brief
them.

- Selsct the right kind of timing for programmes appropriate to
the needs of different client groups and offer them locations
designed to enhance the learning process.

-Reach the customers elfectively with appropriate marketing
techniques

- Assess, monitor 2nd evaluate programmes effectively in order
to improve future services to the clients and be efficient in
programme delivery.

These competencies are summarised in Exhibit 1.1.

Notes

Guide No. 1 2.
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Notes

EXHIBIT 1.1

A framework for generic trainer competency

17.
Ability to market
programmes

Trainers can check their competencies on the scoring system as in the
‘overall trainer competency check’.

Guide No. 1 .3



Overall trainer competency check

Notes

Score for Ability

High Low

1 2 3 4
1. Aoty o undoroks perscna o OO0 00
2. Abiity fo undertake business profiing. | [ ] BEE
3 Wbmm&mmmw 0 0] O
4 Abilty o undersand the rocess of OO0 OO0
5. mgmmmmsmawlde D E D D
6. ﬁﬂymmmm OO0 000
7. Abiity to use existing materiais andguides | ] [] [] [
8. Ability to produce own material ] O O
9. Abityto oy out tractvo programmes | 1] [ [0 [
m.:;?ytomtodﬂmleamwwes ] O Od
11.Abiliy 1o deliver enterprise skilstraining | [ ] [ ] L[] L
12.Abiiity to train in an enterprising fashion | ] (] [] [
13.Ability to teach in muti-disciplinary fashion | [T [] [] [
14.Ablity to counsel groups or individuals HARERERR
15.Ability to use invited speakers to best OO0 00
1s.mt:ymmamwwmram OO0 00
17.Ability to market programmes Oogd
18.Ability to assess, monitor and evaluate D D D D

Each of these competencies are now dealt with in tumn.

Guide No. 1
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1. Ability to undertake personal
training needs analysis

A basic need for all trainers is an ability to elicit an individual's
training needs by a process of: individual job analysis in respect
of the work they do; eliciting a basic job description; and under-
standing the vanous skills and knowledge requirements for the
job. There is & need to understand the individual's own views of
his/her job in relation to his/her personal goals and ambitions. And
overall, there is a need to relate the feedback from the individual
to a standard, informal or otherwiss, for the job, in terms of the per-
formance requirements of the organisation.

in most small firms much of the above is not written down. This
refiects the essantial flexibility of the small firm and the expecta-
tion that managers and workers will perform a wide variety of
tasks in a flaxible manner, which cannot always easily be fore-
cast. There is a temptation for the trainer to seek to formalise un-
necessarily. This must be resisted.

Trainer competency check 1
Abiiity to Undertake Personal Tralning Needs Analysis

Notes

High Low

1 2 3 4
Interviewing skills D D D D
Job analysis ability D D D D
analysts( ng) skils Inchudingtaut | 171 M [ [T
oo s anlyi 0000
Job standards systems familiarity D D E] D
g:dn;l:st'dasndingoloverall performance D D D D

Understanding of promeotional and rd
systemsa ng of pro nal and rewa D D D D

Guide No. 1 -5.
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2. Ability to undertake business

profiling

Entreprenseurs isam by solving business problems. They there-
fore learn as the business grows. it is essential that the trainer has
the capability to understand and quickly profile the business,
identify problems perceived or otherwise by management and re-
late these to human performance needs. The sequence is as in

Notes

Exhibit 1.2.
EXHIBIT 1.2
The business profile sequance
Overview Analysis
of Business
Assess whether identily key areas
business of sub-standard
improvement performance
Assess whether Analyse causes
causss of problem of these
have been removed
Analyse related key
Assess whether human performance
human perfomance deficiencies and
have been improved training needs

Guide No. 1
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Trainer competency check 2

Abliity to Undertake Business Profiling

Notes

High Low
1 2 3 4
Familiarity with small business |
Ability to undernake overall business appraisal D ;‘_'J D
Ability to undertake managemant control '
soity o 0Oooo
Ability to undernake production appraisal D D
Ability to undertake marketing appraisal D D :] D
Ability to undestake personnel! appraisal D D D
Abiiity to undertake problem analysis in each of
the above areas yelsinee D D D
Ability to undertake ‘audit’ of the above
m:mwuﬁmmm D D D D
Experience of and ability to feed back recults
personally to management D D D
Ability to lay out brief management report D D D D
Abilily to identify and relat n,
wp:’mrw?wwmm;m?&mp OO0

ness problems and opportunities identified.

26




3. Ability to segment the market for
training

Very often, probably too often, training programmes are targeted
very loosely at the smalil firms population as a whols whereas in
reality they appeal only to a small part of it. The secret of success
in most small business Is to find market niches, by carefully seg-
menting the market. The same is true for training. The ‘market for
training can be sagmsentsd in a number of ways including:

- by activity sector

-by size

- by locality

-by the nature of the problem to be discussed
- by educational level of the entreprensur

- by age of company

- by ethnic group

- by minority group

- by sophistication of the company

- by production process
- by customer type or market type (for company)

Segmenting the market in this way is one thing. Ensuring that
within each segment there are common needs that can be met is
another.

Tralner competency check 3
Abllity to Segment the Market

Notes

Knowledge of sources of information about

smail business o data base for seg-
mentation provide 2 = D D D D

Knowlodge of all various ways in which the mar-
ket can be sagmented e D D D D

A broad understanding of how the needs of dif-
ferent segments may vary U D D D

A broad understanding ¢f now to tailor content
Eaie 1o ittt vagmenss . oromem \ [ 0 O O

Ab purpose of
ot o repeseel | O O O

Guiie No. 1 -8-
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Notes

4. Abllity to understand the process
of business development

Because training needs relate to business development it is
important that trainers understand the process of business deve-
lopment and the diffsrent needs that arise. As will be demon-
strated below, those potential participants who are pre-sta:t up
have very different needs from those who are in the start-up
process from thoss who are already in business and wish to
survive, maintain or grow thelr business. Moraover, there are
different finite stages at which different needs arise. And there are
also very difiorent capabilities to deal with these needs. For
exampie, the more sophisticated owner-managed business with
a management team and with a wide variety of experience in
finance, marketing, supply and technology, has very different
needs to the business which is still essentially led by the single
entreprensur and has very limited markat, process, product, fi-
nancial and intermediary experience. Aditudes to training change
enomously as the business develops, as does the capability to
release staff for training and indeed to pay for training.

Quide No. 1 -9
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Trainer competency check 4
Abliity to Understand the Process of Business

Dsvelopment
High Low
1 2 3 4
Awarengss in general of the heeds of those in D D
pre-stant up position
g Awaroness of the needs of those starting in Ei D D
Awareness of those seeking to survive in the
carh fow yours 0 O [
Awareness of common problcms of those
seeking to maintain their busiress D [:] D D

at a micro-lavel

Awareness of the problems sncountered by

those seeking 1o grow their business froma | [ | [] [ [
small base

Awarengss ingoneralofthe problems encount-
ered by the stil entrepreneurialiyded small | [ | [] [J [
company

Awareness of the problems in general of those

seeking to expand from local to regional and in- :] D D D
ternational markets

Awareness of lems encountared in build-
%9 a mangemanttoam booo

Awareness of problems encountered in buiid-

ing management systeme for production mana- D D D D
gement and financial control

a:vs?mnmdmemedsolexmnmg D D D

A § i
'gv;;anr:noss.?thenesdsofthosamsnosses D D [:] D

Notes

Guide No. 1 -10-
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5. Ability to develop programmes over
a wide range of typologies

There are a wide variety of choices of programme approach and
timing. Thess, in pan, reflact tha resource constraints of organisers
and trainers as well as the owner-manager. They also refiect:

- the paricular knowledge and skill needs targsted.

-whether the aim s to create awareness, understanding, insight
or motivation to action or ali four.

- the channel through which the programme is being organised.
Four broad areas of programme typology may be identified:

-those designed to aocquaint the would-be or existing owner-
manager with major changes in the ENVIRONMENT repre-
senting opportunity or threat. Examples include: changes in
patent laws for inventors; changes in industrial relations legis-
lation for owner-managers; changes in texation; and changes
in planning regulations. These, in tum, may be broadly divided
into two groups: changes in the statutory climate; and changes
relating to the commercial, technical and the broader customer
environment.

- those programmes relating to the PERSONAL COMPETENCY
DEVELOPMENT of the individual. For example, creativity,
problem-soiving, leadership, and communications etc.

- those relating to the acquisition by would-be or existing owner-
SPECIFIC TECHNIQUES. For example, work study;
just in time; discounted cash fiow, etc.

-those dealing with MANAGEMENT PROBLEMS, either
y related to functional management, (for example
marketing, cash flow, production) or those who are of a more
multidisciplinary nature e.g. solving problems of growth, new
market entry, etc.

Programme length will vary depending upon whether the aimis to:
raise awarensss; develop understanding; develop insight into,
and/or motivate to action. Awareness can often be achieved by
very short programmes. Developing understanding will take longer
depending upon the complexity of the issus. Encouraging insight
(defined as relating learning to own experience and by that means
providing more ownership of that learning) will take even longer.
And applying leaming to problems and opportunities, under coun-
selling, can be almost an open-ended commitment.

Guide No. 1 <11
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Bearing in mind the above targets, the following programme
possibitities are avallable:

The evening seminar

malinly aimed at awareness and very frequently at introducing
environmental issues. This can be used also to raise motiva-
tion by introducing role modeis of success. The evening
session can also be used for problem-solving exchanges to
develop insight into a particular issue of rommon interest

among participants.

The short course

lasting no more than 2 days for existing business and perhaps
a maximum of 4 for pre-starters or starters. This can be used
also for environmental issues; for developing awareness of,
and some superficial understanding of, techniques; intensive
personal skills training, e.g. to develop problem-solving skills;
and to introduce broad business issues in functional areas.

The project-based programme.

This is likety to involve regular participant work groups focus-
sed upon implementation. In the case of the start-up for
exampls, training followed by market research and prepara-
tion of business plan, cash flow, etc. In the case of the pre-
start, the search for an idea. In the case of the existing
company, the development of a basic accountancy system. in
this programme participants may meet at regular intervals over
an extended period of time, possibly up to a year.

Experience exchange and actlon learning groups.
Participants may mest together regularly to discuss common
problems, either randomly, or around a theme which involves
action leaming.

Interfirm comparison workshops.

Here, regular data may be collected to stimulate interestin per-
formance. It will be fed back confidentially to participants
throughout the workshops in order to motivate them to
understand the significance of the interfirm data, and explore
the reasons why performance may vary. This will in tum lead
them to seek to identify and solve their own problems in order
to improve performance.

Distance learning.

The limitations of distance learning have been indicated above.
Owners will need to meet with tutors from time to time and,
preferably, will need to be brought together to discuss common
problems and solutions. Distance leaming approaches may,
however, be highly appropiate for developing those staff of the

Notes

Guida No. 1 -12-
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ownsr-managed business with litie time to attend formal
programmes.

Interactive video and computer-basad learning systems.
These are slowly being developed, both by private companies
and public institutions throughout Europa. They vary in levels
of sophistication but, with the growth of micro-processors in
small companies, & is becoming increasingly possible to develop
systemsto help companies become their own problem solvers.
There are already programmes for start-ups and pre-start-ups,
almed &t providing means of self-appralsal and business idea
appraisal as preparation for antry into business. Such
programmes need to embrace introductory and feedback
sessions, as well as interim counselling.

Structured business devolopment programmes.
These are likely to be appropriate only for the would-be starter
who is unemployed; the employees of businesses, on a pant-
time basis; and/or as part of the vocational education system
for youth or adults, both in certificated and uncertificated
courses. The scope for small business pre-start-up, start-up
and micro-business training within the vocational training system
is enormous and is unevenly developed throughout Europe.
This is a key area for davelopment.

Enterprise Education courses.

Increasingly enterprise training is being built into the education
of young people in schools, in further education and in univer-
sities and polytechnics. Business degree courses in enterprise
are being developed. Post graduate diplomas in entrepre-
neurship are established and a variety of programmes aimed
at encouraging the transfer of the graduate into small business
are being introduced.

Overall the programme potential is enormous. How the above
typologies can be applied to different participant groups in the
pre-start-up, start-up and micro-business situation is explored in
later sections.

Notes
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Tralner competency check 5

Abliity to Develop Programmes Over Wide Range of

Typologiles
High Low
1 2 3 4
Ability to develop svening seminars D D D
Ability to develop shoi courses covering wide
A Ay fodov 0000
Ability to develop project-based
Ability 10 experionce exchange and
Ability to develop interfirm company
Ability to develop distance lsaming
Ability to develop interactive video and
omﬁgmer-basedbanﬂmsystem D D D D
Ability to develop structured business
dovaloprantprogrammes oo oo
Ability to develop Enterprise Education
A 00O 4o

Notes

Guide No. 1

-14 -



6. Ability to use, through personal
contact, the relevant environment

Existing owner-managers are short of resources for scanning the
environment. They do so mainly by personal contact. This has
manyadvanmesbmmsmemoimeenvimnmemmamey
can take. Those interested in, or aspiring to start a business will
have little familiarity with the business network. A key ebjective
of all progmnmuwulbquwmﬂnmnmrmmall
sources of contact in the environment relevant to the pro-
gramme objective and likely to help insolving probiems and
gmplngopwmmmmus.apmmmmonﬁnmda! man-
agement should find time for owner-managers to meet account-
ants, bank managers, leasers of equipment, hire purchase com-
panies, equity providers, tax inspector~ and perhaps even those
people in lamewnpm%eswhosetamuparatecmditmmsfor
the small company. A programms on industrial relations should
endeavour to involve shop-stewards, trade-unionists, represen-
tatives of industrial smployment tribunals, conciliation service of-
ficials, smployers of association personnel etc.

Learning by personal interface is extremely Important to the
small business. The trainer should therefore have access to,
and contacts with all the relevant environment in the local area.
This includes a list of existing owner-managers who have had
experience of dealing with these institutions and/or the problems
or opportunities being addressed. For the pre-starter there is no
better contributor than somsone who has recently found a start-
up idea and is progressing with it. For the start-up there is
substantial scope for learning from those recently started. And for
the existing owner-manager there is potential for learning from
the experience of others who have solved the problem, grasped
the opportunity and dealt with the relevant environment. Too
oftan, professional trainers will ignore opportunities for involve-
ment of those from the ‘real world'.

Notes
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Notes

Tralner competency check 6

Abllity to Use through Personal Contact, the Relevant
Environment for Business Development

High Low
1 2 3 4
Good personal contacts with all business |
assoclations 0 00
accountants, lawyers)
Good contacts with the statutory environment D D D
representing the legal aspects of smali
business obligations
Good contacts with all official public and private | |
Good local contacts with | compa
suppliers and buyers ooe i D D D D
Good local contacts with other education and
traning insiutions 0 00
Uridentakes joint ventures with other
hsﬁwﬁmamyeannnnts D E D
Frequent cther owner-managers to sell
ammm?ruwkonu = D D D D
Invoives existing managers fr ntly in
makingprosemtatons OoOoand
Has high credibility and visibility with th
re?:vaigthenvironnmg:t VEbyw ° D D D D
Uses reprasentatives of the environment
frequently in training programm;s D D D D
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7. Ability to use existing material and
guides

There are a wide varisty of different guides and training materials
produced in each of the countries of the Community. They are not
all produced by training organisations. Many are published by
banks, by firms of accountants, the chambers of commerce and
productivity assoclations. Not all are strictly geared to training but
all are designed to develop the understanding of the small and
medium owner manager. Many of these guides are, howsver,
written in a language which is essentially that of the professional
manager and are not always user-friendly to the small fim. The
successful trainer will be able to distinguish those that are of value
and will be prepared to rewrite others which are useful in content
but difficult to use in terms of language. The material available
overall wili include:

- leaflets and pamphiets distributed by the professions and by
government

- books and other monographs

- video material prepared by broadcast corporations and private
training and public relations organisations

- self help/analysis guides designed to provide checklists for
those going into or operating businesses

- guides to interfirm comparison which will maker owner mana-
gers aware of their own relative performance

- training manuals

- distance learning materials

- interactive video and computer based learning systems

- business systems relating to various functional parts of the or-
ganisation, for example sales, records, analysis, ledgers, cash
flow planners, balance sheet analysis guides, production plan-
ning charts etc.

- case studies and critical incidents

- business planning guides

The accomplished trainer will have an up-to-date inventory of
these and will have clearly assessed their worth.

Notes
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Notes

Trainer competency check 7

Abllity to Use Existing Material and Guldes

High Low

1 2 3 4
mﬁgbaMSofbanks.Mbns. D :l D D
Awareness of video material D j D D
Awareness of interfirm comparison material D D D D
:‘\;laemessoﬁmmm and computer-based D D D
Awareness of business systems material D E D D
Awareness of business planning guides D D D
ghle;rmmoqomhmsswwdemand O 00
&;am?fmwgmpmm and how, D D D D
mosohmasmmromsse |0 O O O
materai o cassmon. o |0 O O O
vt now matea s by o+ | O O 00
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8. Ability to produce own material

Entreprensurs do not read a great deal. They have too little time.
They collect most of their information by personal contact and by
experisnce. When they do read, they want the material to be to
the point, to address their problems or opportunities, to be in the
right language and suitable for handing on to their workers. They
do not want major manuals to read, long videos to watch, hand- -
outs couched in jargon, case studies which do not relate to their
own industry or sector, and which are complex and academic in
nature. Key guidatines for materials development are therefore:

-the best case study is the leamer's own firm

- the next best case is that of one of the other attendees on the
programme

-the next best case study is that relating to a similar type of
company in the industry

- materials should be short, and start from the problems and
opportunities perceived by the participants

- they should be in simple language
-they should be action-orignted

-they should be capable of being used by the owner-manager
to develop his/her own employees

- they should indicate how and where the owner-manager can
get assistance to implement any of the action points

-they should not threaten the ego of the owner-manager by
talking down to himMer and should not be too prescriptive in
nature.

- Where courses of action are suggested, the benefits to the
business should be shown very clearly.

The implications of this for trainers are major. They should be pre-
pared to use live case studies of participants in the classroom
rather than force their own material upon trainess. This will put
much greater strain on the trainer as hu/she is forced to problem-
solve in a ‘real life’ situation, Distance leaming material should be
used with caution. Owner-managers are unlikely to spend long
hours working through books or watching videos on their own. it
should be used to reinforce interaction between owner-man-
agers, to open up problems and opportunities and to help them
appraise their own strengths and weaknesses. It is not a substi-
tute for live interaction with other small business persons. The
trainer should always be prepared to write material, or ‘corrupt’
existing material at short notice to suit the participant group.

Notes
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Notes

Tralner competency check 8
Abllity to Produce Own Material

1 2

3 4

Abliiity to bufld live classroom case studies

0o

Abiity to write relovant cases relating to specific
industries at short notice

(] O

Abilty to keep material shot and problem-
orignted

0o

Ability to write in simple language

0o

Ability to write material pointing to scope for
action

OO

Abiity to write material that can be used by the
owner-manager for his/her own training of staff

0ad

Ability to write action checklists to follow up from
any material

0O

Abilty 0 signpost the manager 1o relevant souroes
of further advice

0o

Ability to write non-prescriptively to encourage
use

Guide No. 1
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9. Ability to lay out attractive program-
mes and brochures/posters

The chances are high that with the owner-managed business, the
ma]oﬁtyofbmdmmsandtemtsmd!adwiﬂbedispmd\odtome
waste bin! This largely refiects the owner-manager's shortage of
time but always, perhaps, a dismissive attitude towards formal
training courses. Where such adispatch is notmade immediately,
nisﬁkelymatanybmdwmwleaﬁetmaybesetaswefwm
reading and become lost among a sheaf of other papers. itis,
therefors, important that brochure design should be attractive,
causing the entrepreneur to immaediatsly read it, register and ul-
timately recall and apply for the programme.

Programmes must be geared to the needs of the customer and
should set out the benefits clearly. Major points to note include:

- addressing the need in the programme message so that
would-be pa.ticipants will immediately see the potential bene-
fit. For exampie, ‘Solving cash flow problems’ not ‘Financial
1aanagement for the smaller business’. ‘How to find the right
idea’ it 'starting up in business’. The message must meet the
need and carry the benefit.

- keeping the language simple and short - avoiding jargon

-using the recommendation of previous participants, former
would-be starters or existing micro-businesses as the main
selling point

- amphasising that ample time will be given for discussion of
issues and problems

- introducing comments of ‘real world’ people, including small
business people as often as possible

- giving ownership in the programme brochure to other relevant
institutions - seeking partnership arrangements. This will help
to market the programme and will also link participants in with
other assistance organisations. For example, Export Program-
mes can be run through chambers of commercs, official export
agencies, export consultants, trade associations and export
departments of banks.

-using a coloured brochure or leaflet which is easily spotted
among papers which may not be well-filed, or are left lying
around the house or company.

Notes
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- making it easy to apply by simple cut-out application forms.

- making sure there is a personal name and number given onthe
brochure for enquiries.

-emphasising the relevant experience of training staff, not
necessarily their professional academic qualifications.

- seeking consistently to project an image of the training organ-
isation that is attractive to small business pecple.

- lsaving space in the application, or in an attached document,
for would-be participants to enter their problems or issues
which they would like addressed by the programme.

- avoiding sending brochures, or making announcements too
far in advance of the start of the programme for existing busi-
nesses, as they are likely to lose the documents. Three waeks
is about right.

- writing the programme and the brochure so that the environ-
ment and content does not look too demanding or threatening.

Notes
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Trainer competency check 9

Abliity to Lay Out Attractive Programme and Brochures/

Notes

Postors
High Low
1 2 3 4
Awareness and experionce of various programime
typologies and their appropriateness Dood
to writ -centred
Ability e problem/opportunity O 0O 0O 0
Ability to write in simple language OO0 00O
Ability to use participant
use prévious participa O0Qg0d
Unde f whare and how 1o allow 1i
Un rstanding of where me' [ ] OO
Wide ability to link with a variety ¢1 « ther
mmmhpmm:mdev&mw D D D D
promotion
to brochure that wil
T 0000
o wril that -friend-
et e e |0 0 5 O
Ability to make tralner rather th
qu;?yﬂbatbns:ound experisnce ratherthan | [ ] [] [] []
Abllity to project an imageof the trainingorgan- | [ [] [ []

isation attractive to small business persons

Guide No. 1




10. Ability to adapt to different
learning styles and behaviour

There is now a great deal of evidence to domonstrate that individ-
vals leamn In different ways. A training programme can be very
carefully prepared, mesting all of the criteria embodied in this
Guide, yet might be much more effective with one Individual as
opposed to another. There have been attempts to characterize
different types of leamers, noting fundamental differences in the

way that people:

- take up information

- process it

- relate it to themselves

- listan and absorb ideas

- think

- work together

- reflect

- enjoy, or otherwise, different types of approaches to leaming.

Trainess themselves learn in different ways and have different
interests. They differ, for example, with regard to: importance of
transfer of knowiedge, as opposed to process; use of authority;
clarity of goals; degree of interest in all students, rather than the
brighter ones; attitude to relevance; and type of instructional
methods.

Trainer competency check 10
Abllity to Adapt to Different Learning Styles
High Low

1 2 3 4

Understanding of significance of different
Undersandi 0000

Ability to characterize different leamingstyles | (1] ] [J [

<EITEE

Ability to recognise own teaching style D D D D

Ability to adjust approachestoditferent loarni

AL ity to design courses for ditferent learning
styles of groups or individuals D D D L__]

Notes
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11. Abllity to deliver enterprise skills
training

Mm%mdlmwm.aﬂldn&dmmm
operate a wide moo!diﬂamnuypasofbuslness. it is almost
eertainlymemematmostpeopbeouldmnasmaﬂbusinessot
meson.butmewouldbemmsumssfu!manmﬁmd
notaﬂ.dcoum.wouldwishmdoltmedegmeoisuecessmey
have will, lnpan.dspenduponmeldndofbuslness.The more
complex the business, the more demanding it will be in terms of
ability needed.

The riskier the business, the greater the emphasis that may be
placed on so-called traditional entrepreneurial abilities. Most
people who run a business have to face higher degrees of
uncsrtainty, by and large, than those who work for someone else.
And they have a wider degree of responsibilty. Home lite is more
likely to be integrated into the business and a wider range of fam-
ily members are likely to be involved.

Consider the changes when a person sets up in business on their
own, having previously been employed. He or she must:

- Invest their own money and put it at risk.

- Find customers - they can no longer be guaranteed workon a
day-to-day basis.

- Decide how they will organise themseives and any employees
- they have.

- Bacome more directly vulnerable: to changes in the environment.

- Recognize that their income will vary with their success on the
market, as will their standard of living.

. Plan as to how and what to make, and how and when todeliver.

- Leam to deal with a wide range of management functions ina
totally integrated manner.

-Learn to market and sell.
- More than likely work much longer hours, at least initially.

Notes

Guide No. 1 .25-

ERIC

Full Tt Provided by ERIC.



Notes

All of these changes make demands on the enterprise skills of the
owner-manager. Knowladge alone will not be encugh to deal with
them. There will be a need for elements of:

- Creativity - 10 find new ways of making things happen.
- Analytical abliity - to soive problems.

- Motivation - to achieve and keep going, and solve apparently
insoluble probliems.

- Persuasive skills - to persuade workers otivate them and
persuade buyers.

- Nogotiation skills - to negotiate with workers and customers,
suppliers and the professions.

- Loadership skills - to motivate staff.

- Communication skiils - to communicate effectively with staff
and with customers, buyers and all those in the environment
with whom the firm interfaces.

These skilis wil more or less be developed by experience as
owner-managers face different degrees of uncertainty. They can
however be developed by training and by the way in which
the trainer facllitates learning. For all three customer groups in
this Guide, it is possible for the trainer to develop: creativity pro-
grammaes; problem-solving exercises; exercises in presentation,
negotiation, persuasion, communication skills, leadership and
motivation.

Quide No. 1 -28-



Trainer competency check 11

Abllity to Deliver Enterprising Skilis Training

Notes

High Low

1 2 3 4

Understanding of, and ability to teach creativity D D D D
mrslanding of, and ability to teach problem D D D E]
Undemwng&fi.vm :biﬁtytoteach D D D [‘_‘]
e E
gmmim of, and ability to teach D D D D
gmmg;t;r:abimtoleach D D D D
g:o?e?t:t'i‘:'na :l's and ability to teach D D D D
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Notes

12. Ability to train in an enterprising
fashion

Much of the existing training technology is anti-entreprensurial. it
purveys knowledge to a passive audience. The trainer takes on
the role of expert and ‘hands down' knowledge. Teachers are
often incapable of taking multi-disciplinary problem-solving
approaches, but take narrow specialist stances. They dictate
what is leamed, when it is leamed and timetable to thelr convenience.
There is no real leaming contract with the participant.

The point has been made above that Enterprising Skills of owner-
managers can be developed by the process of teaching, as well
as by the delivery of specific enterprise competency modules.
The trainer, therefore, has to have the competence and aware-
ness to deliver training in an enterprising fashion. To deliver
training in an enterprising fashion means focussing as much on
the precass as the content of training, allowing ownership of
learning to be with the leamer and altowing freedom for participa-
tion, discussion and flexibility in learning methods.

Guide No. 1 .28 -
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Trainer competency check 12

Abliity to Train in an Enterprising Fashion

Notes

High Low
1 2 3 4
Concem g I th
Concer i’ process equal to or greater than D D D D
Gives ownership of leaming to participants D D D D
ey oo wmcants | (] (][] ]
Problem-centred in all approaches D D D D
Willing 10 admit ignorance D D D D
A {acilitator rather than deliverer of ieaming D D D D
Avolds talking down D D D D
Avoids threatening the ego of the entrepreneur D D D D
Avoids use of jargon D D D D
Encourages maximum exchange of views D D D D
Preparadtouse exa fromtheclass rather
than own e“mmples N D D D D
Prepared to discover and stant ‘from where
participants are’ in terms of understanding D D D D
Prepared to be multi-disciplinary in approach D D D D
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Notes

13. Ability to teach in
multi-disciplinary fashion

Most small business owners are daaling with the totality of the
business. They do not have functional managers. They therefore
are taking holistic management declisions integrating marketing,
finance and production on a regular basis. They often, for example,
will not see such a thing as an individual marketing problem,
without being aware of the financial and production implications,
nor a financial problem without its marketing, production or
personnel aspects and so on. In their learning and in their
discussion, they often do not want to be locked narrowly into
functional areas. It is important, therefore, that the trainer has an
ability to teach 'across the board’ while necessarily having a
specialist expertise. This means avoiding the myopia of marketing
trainers seeing everything as a marketing problem, trainers in
accountancy sesing everything as a financial problem and
production analysts seeing everything as a production problem.
in essence, the same broad skilis are needed in the classroom as
are needed for training needs analysis by business profiling.

Tralner competency check 13
Abliity to Teach in a Multi-Disciplinary Fashion

High Low
1 2 3 4
Overall ability to take a holistic view of
management training -J D D
Ability to deal with marketing problems OO0 OO0
Ability to deal with financial problems OO0 OO0
Ability to deal with management control 00 OO

problems
Ability 1o deal with production problems 0 OO0

Ability to deal with personnel problems D D D D

Ability to teach at a simple level across all the
above subjects D D D D
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14. Abllity to counsel groups and
individuals

Counselling in this context is defined as the ability to work with and
through the owner-manager so that leaming takes place, and the
ability to take action is enhanced. Counselling is therefore differ-
ont from consulting, in that the latter is more concemed with work-
ing for the client and adwvising on client action. Results of counsel-
ing are more difficult to evaluate because they are dependent
upon client capabifity to develop actions from leaming. As such
counselling is very similar to training, the need fer counselling
owner-managers as part of training may arise in a number of
ways:

-During a particular programme, where individual or group
problems are raised for discussion

- After the programme, as individual owner-managers seek to
implement what they have leamed and run into problems
during this implementation period.

Many training programmes bulld in counselling as pan of the
programme, to ensure that what has been leamed in the class-
room can be individualised to the particular business and acted
upon. Some programmses link with counsellors and advisors to
ensure the same effect. it can, however, be argued strongly that
every small business trainer should be capable of counselling at
an individual and group level.

A wide range of skills are needed for counselling which ¢an be
divided into four key components:

- Inter personal skills

- Problem-solving skills

- Business analysis skilis and knowledge

- Knowledge of, and contact with, the relevant environment and
its potential use.

The good counsellor will have a number of key inter personal skills
including:

- Ability to speak in the right language at the right level

- Empathy with the client

- Humility

- Patience to probe consistently

- Warmth to ensure a ready response

- Summarising skills to ensure that what has been understood
can be fed back clearly

Notes
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- Bullding skills - a willingness to start from where the client is
and what he/she already knows

- Demonstration skills - an abllity iv show by example

- Directing skills - an ability to be firm, but subtle, in directing an
interview sassion leading to a conclusion

- Action orientation so that words are translated into deeds

- Body language skilis to maximise communication with a client.

Problem-solving skilis are important in being able to relate cause
to effect. The aim is fraquently to separate the over-riding problem
from any symptom that the client may bring forward. The necss-
sary business skilis and environmental knowledge have been
described above in the section on profiling.

Trainer competency check 14
Abllity to Counsel Groups and Individusls

High Low
1 2 3 4

Goneral Interviewing skills OO0 0d
w:wmmmmwm OO0 g
Analytical (problem-solving) skills OO0 00

Broad business profiling skills O0Ooag
ettt oooo

Abiity 1o avoid prescription ][0 O O

Summarising skills I:] D D D

Notes

Guide No. 1 .32.

61




15. Ability to use invited speakers to
best advantage

Using external contributors involves major risks. Many of these
can be avoided with adequate selection, racruitment and briefing.

Key points are:

-0 ensure that the outside contributor has experience in detail
indealing with ine Darticular problem or issue being addressed.

- thathes/she has expsrience of dealing with a small and medium
enterprise.

- that he/she is a good presenter.

-that he/she has adequate materials, or is prepared o have
adsquate materials, preparcd for the session.

- that he/she is prepared to discuss a wide range of problems
and issues freely.

- that he/she knows exactly what is expected of a session and
how it fits into the overall programme.

-that ha/she is vriefed about the programme and about the
participants before attendance.

-that he/she brings along adequate material that meets the
criteria discussed above.

- that he/she speaks for a short time only, leaving ample time for
participation,

-that he/she is accompanied by a tutor who will abie to integrate
the session into the whole programme.

The Trainer should have an inventory of accomplished speakers,
and should know their appropriateness for different types of
programme. Outside speakers are most useful in providing out-
side contacts for participants and for giving wider ownership of
programmes to other relevant agencies in the environment. If
selected carefully, they could also represent ‘role models’ of the
best type of personnel that the owner-manager may use in the
environment. For example, using a local accountant to teach
business planning or cash flow management may be better than
using a member of staff of the training institution, because it
provides the small business owner-manager with a view of the
kind of accountant that they might wish to recruit for their own
business, and helps them to establish a criteria for the selection
of a good accountant.

Notes
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Tralner competency check 15

Abllity to Use Outside Spsakers to Beat Advantage

High
1 2

Low

3 4

Notes

Wide selection of good speakers known to
trainer

L

Evaluation of strengths and weaknesses of
each of these speskers

0 ad

Always ensures that they are carefully brieted
for the programme

0O

Always ensures that they have relevant experi-
ence to feed into the programme.

O O

All speakers used have relevant experience of
dealing with small and medium business

OO

All speakers have relevant materials

0 O

All speakers are willing to discuss problems
widegly

O O

All speakers are clearly brisfed

0 O

Al speakers are participative in their style

0O

All speakers represent sound role models of
professionals/advisers that might be used in the
environment

0o

Speakers are given some ownership of the
programme

Guide No. 1
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16. Abllity to time and locate
programmes effectively

The point has been made earlier that owner-managers have little
time to lsam formally. The smalier the business, the less time the
owner can afford to be away from it. Each minute costs monay.
The following guidelines are therefore important;

- the programmaes should be short and to the point

-they should be in locations that are easy to access for the
owner-manager

-they should be in locations in which the owner-manager is
likely to feel comfortable

-there should be opportunities for the participants to gather
socially together in congenial surroundings before, during and
after the programme

-short inputs can be linked with action periods allowing the
owner-manager to come back regularly, after attempting to im-
plement leaming in the organisation

- thera shoukd be reinforcement for implementation, perhaps by
counselling during the ‘gaps’ in training

- programmes can take place on the premises of owner-man-
aged companies or in familiar surroundings

- longer programmes should be geared 1o the development of
the business

-trainers will have 1o be sympathetic with situations where
owner-managers do not turn up for training, despite having
booked in, because they have discovered a major problem at
work, which demands immediate attention

-in this respect, it is best not to allow owner-managers time to
go into their business before the programme

-breaks in the programme should be kept to a reasonable
minimum - owner-managers are used to working through their
lunch hours, they do not have proper coffes breaks and will
demand utilisation of every minute of the day.

Those not already in business are still likely to be short of time,
particularly if they are already in employment. Only if they are un-
employed can they be exposed to training periods of some length.
Sessions themseives can be long, provided that they are interac-
tive, and that periods of participant listening without participation
are kept short.

Notes
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Tralner competency check 16

Abliity to Time and Locate Programmes Effectively

High Low

1 2 3 4

':37“ Wbm programmes of @asy 0 00O

Ability to provide comfortable surroundings D D D
Ay toprodde oporumtee e eomrame. | 1 O [ [

ounor: managed company premises ufjuliulln

Ably 1o rganise progra e |1 O O O

P e Son et o0 sxhoonarn | ) 1 (1 [

Flexls in reamanging programmes 1o sult| 7 [ [J O3

Notes
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17. Abllity to market programmes
effectively

Marketing in the first instance means meeting the nesds of the
customer. The needs of the pre-start-up, stant-up and micro-
businesses are explored in dotall in later sections. The point has
been repeatediy made above that all trainers should be aware of
the processes of development of the small business and the pro-
blems, and therefore needs, that arise in this development in
general terms. All programmes should stress the benefits: and
the way in which this might be buiit into the programme brochure
has been described above. In addition to the above, howsver,
sound marketing means:

- Keeping a close eys on the feedback of programmes already
run, noting the need for change and/or development

- Awareness that many of the programmes may become obsol-
ete, and recognising the necessity for change.

- Monitoring the take-up of all the programmes in terms of type
of customer

- Noting the geographical catchmant area of programmes and
carefully targeting on these

- Identifying which of the channels through which programmes
are marketed are most effective

- Being constantly aware of those customers who represent
repeat business and who can be used to sell programmes to
others

- Being constantly aware of the competition and possibilities of
collaboration with other institutions

- Being aware of the changing technology of business training
and how this can be of use

- Baing aware of changes in the environment likely to affect the
small business and therefore producing opportunities for
business programmes

- Having the means of actively selling programmes and receiv-
ing feedback from 'sales persons’ about customer reaction

- Adequatsely briefing agents and channels that may be used for
the delivery of programmes, so that they are fully aware of what
each programme means

Notes
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- Taking a caroful approach to the marketing mix in terms of:
producing attractive brochures; pricing at the right level; under-
taking promotions and sponsorships; identifying the key areas
where advertising is most effective; and maximising the amount
of public relations that can be oblained from each programme,
including maintaining constantly good relationships with the
press

-Finding the appropriate media for different programmes.
Unemployad youth are reached in a diiferent way from those
in employment. Managers in existing businesses with intarests
in buslness start-up are reached in diffarent ways from existing
owner-managers. Owner-managurs are best reached through
associations, clubs, and channels in which they already have
some confidencs.

- Using initial workshops, where necessary, to acquaint would-
be participants with the programme, with its tutons and with
previously successful participants. Allowing such workshops
to be run as much as pcesible by previous programme partici-
panis

- Ensuring that administrative and secretarial staff are well
briefed in seliing the programme and answering the enquiries

- Avoiding holding programmes at inconvenient times (Mon-
days and Fridays)

- Ensuring that the overall image of the training institution is
entrepreneurial.

Trainers need to be very entraprensurial in their marketing and
have a vary positive attitude to this aspect of their ‘business’. One
of the major barriers to the supply side effectively reaching the
small business training, Is the ‘supply’ orientation of many training
institutes whose rnajor concem is merely to ‘offer a product’.

Notes

Guide No. 1 -38-

£7




Trainer competency check 17

Ability to Market Programmes Effectively

High Low
1 2 3 4
Awareness of existing programme
performance and customer reaction D D D
Adequate methods for absorbing customer ] N
fesdback and changing products
Overall carelul projection of enireprensurial image
of institution D EI D
Regular scanning of the environment to be D D
aware of programme potential
:\dequate awareness of changes in training :’ D D D
Involvement of channels (other business sup-
pglh institutions) wherever necessaryandpos- | [ | [] (] []
s
Careful selection of channels for individual | |
programme disseminatic 2 :] D D
Regular briefing of the channels D D D D
Careful monitoring of 7 ; h;c — '
catchment area gooar — D [: D
Adequate hamessing of repeat business E D :] D
Regular evakuation of activities of competitors —
and potential collaborators D D D D
- Adequate briefing of own staff
for selling purpo'?es D D D D
Adequate briefing of salesmen and other agents D D D D
Adequate mechanisms for feedback from -
channels about new programme possibilities D D D D
and new customers
Notes
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Still check 17

Careful selection of media for advertising

g Good programme packaging

Maximum use made of previous participants

Making maximum use of workshope with
ex-participants to sell future programmes

[

L]

Ensuring the programmes are held at
convenient times

Notes
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18. Ability to assess, monitor and
evaluate programmes

An essential part of the marketing of programmes is customer
feedback. But it is also important to carefully monitor the ‘process’
of the programme and to evaluate its ultimate results. There are
broadly two typss of evaluation:

- A Formative evaluation which r.ttempts to feed back regularly
on 5 ways of improving the prr~.ramme

- A Summative evaluation whict: attempts to sum up the overall
benefits of the programme.

The former is particularly important for those who are running the
programmse, as they will wish, on an on-going basis, to know how
to improve it. The latter is equally important in terms of improvement
of the programme, but may also be used for feeding back to those
who are funding the programme as to whether it is worthwhile,
obtains the results that have been targeted upon and/or needs to
be amanded or replaced by somesthing eiss. Summative evaluation
is often undertaken for sponsors of programmes who are concemed
with ‘value for money’.

Measures of assessment, monitoring and evaiuation can be
undertaken at various levels as follows:

The Reaction Level

this aims to identify how participants respond immediately to the
programme, whether they like it, whather they were comfortable,
whether they feel they have leamed something, what were the
immediate problems and perceptions of the tutor, the environ-
ment and so0 on. This can usually be undertaken by a simple
assessment form immediately following the programme, or after
each session cr section.

A Learning Assessment

this aims to discover what the participants have learned. it may
require before and after tests of their knowledge. In respect of
small businesses, the key question is to whether they can now
solve problems that they have hitherto found insoluble.

Notes
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The Behaviourial Evaluation

this cannot be undertaken immediately after the programme for it
seeks to measure whether individuals feel that they have behaved
in a difterent way as a result of the programme. In sophisticated
evaluations, behaviour can be monitored directly. In less
sophisticated evaluations, owner-managers can bse contacted by
telophone sometime after the programme and asked whether
they now do things in a different way and how this relates to the
programmse input.

Resuitant Actions Evaluation

this seeks to measure more broadly what kind of actions in the
company have resulted from the programme, in terms of compa-
ny changes and company improvements. This requires another
level of evaluation and monitoring. it can be achieved by sending
questionnaires, or by telephone enquiries, probing the problems
the owner-managers brought to the programme beforsh.and and
whether these have now been solved.

The Uitimate Performance Evaluation

this measures the effect of the programmes, in terms of estimated
impact on profits, turnover, margins, efficiencies etc. These are
the benefits that many sponsors are looking for. In fact, they are
difficuit to measure and really need pre and post measures if they
are to be really alia. The result is what is commonly known as cost-
benefit analysis of training.

It is clearly evident that very few programmes are evaluated
across this spsctrum in the manner describad above. The most
that is usually managed is a simple assessment form fcilowing the
programma®. There is often neither the time nor the resources, nor
the inclination to go farther. Yet, training is an investment invoiving
expenditures of the business and of society and should look for a
return, even though this is difficuit to measure. Given the fact that
much of small business training should aim at helping businesses
solve problems and grasp opportunities, it is essential to know
whether this training does, in fact, have the required result. The
major problem in developing these levels of evaluation is, of
course, that the influence of the trainer on the ‘output’ diminishes
as one moves from Reaction to Ultimate Performance evaluations.
The trainer can be regarded as substantially responsible for
Reaction assessments and for Learning assessments. But there
are a wide range of other factors influencing behaviour, company
actions and ultimate performance, which lie beyond the control of
the trainer and which may impact upon the results of any single
training programme. Aithough it is frequently done, it is therefore
extremely misieading to attribute ultimate benefits, such as ‘numbers
of successful start-ups’ to programmes. For the number of factors
that influence start-up success are very largs indeed, and most of
them are beyond the influence of any trainer. it can, nevertheless,

Notes
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be cogently argued that every trainer should be fully aware of
mathods of assessment, evaluation and monitoring of programmes
and should be capable of designing instruments for this purpose.

in addition to the above, trainers will need to know that their
programme has been implemented efficiently, has been run
within cost constraints and has met the sales and ‘profit’ targets
(if any) to be achieved. Trainers should, therefors, have enough
knowledge to set up effective monitoring, budgetary control,
costing and reporting systems, so that secretarial and administra-
tive staff associated with programmes can clearly operate these
and the efficiency of programmes can be measured.

Notes
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Trainer competency check 18

The Ability to Assess, Monitor and Evaluate

High Low
1 2 3 4

mﬂ:ﬁmw of assessment, | [} ] 10
Abilky to construct reaction assessments | [™] [ [] []
Ability to construct learning assessments ] ]
Abifity to develop behaviourial evaluations OO ]
Ability to develop ‘resultant action’ evaluations | [™] ] []
':vbﬂali::yatt?o ::ve!op 'ulimate performance’ O O ]
g:guicli::a:ue:dm back of evaluation to ] O HER
e L
::::;s tr:em co:stmct adequate teacher/ trainer | (] 7] [ [
e aeaanianaipprogranmecorameson. | ) L1 L) L]
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The generic competencies of
organisers

The Organisers of training, (as opposed to trainers), should have
most of the Trainer abliities, with the exception of those associ-
ated with direct teaching in the classroom. For example, they
should be able to: identify needs; seginent the markst; interface
with the relevant environment an1 assess its capability; be
famitiar with existing material and capable of developing new
material; understand the necessary locations and timings of
programmes; have links with follow-up services; be able to market
and promoe programmes and monitor, assess and evaluate. In
addition Organisers should be able to:

- Commission needs analysis where necessary
- Select and recruit, and set criteria and processes for this

- Be able to select good trainers and have sound criteria for this
purpose

- Be able to motivate trainers and others invoived in the pro-
gramme to perform at maximum efficiency and effectiveness.

- Provide a system of checklists and self appraisals for trainers
and organisers to identify their own needs for training and
development

Notes
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Notes

EXHIBIT 2.3

A framework for generic organiser competency

Ability touse }
existing |
materials and §
guides ;

14.
Ability to time and |
locate programmes }

gffectively

Ability 1o market
programmes

Ability {0 assess,

! Ability to appraise
monitor and evaluate

trainers

H
NAAARAAP AR A AN ARSI S IVRAAASAAAL NP AN

* expanded upon in this section
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1. Ability to commission needs
analysis

Organisers should understand what they seek from individual
needs analysis, and business profiling needs and analysis, as
described above. Indeed, they, or their staff, may be required to
undertake such analysis as a basis for the development of
training programmes. In this respact, they can use the Trainer
competency checks numbers 1 and 2 above to assess their own
capability and indeed, to assess the capability of trainers whom
they employ for this purpose. In addition, they will need the
competency to provide adequate briefing guidelines for those
who undertake the analysis, and to set budgets and targets in
terms of time and resources for such activities.

2. Ability to select and recruit
programme par*icipants

In general, the longer the courss, the more the investment in the
programme. The more that the programme is geared to the
achievement of resuilts, in terms of company performance, the
more necessary itis to select and recruit carefully. Sound selection
and recruitment is needsd in all types of programmes if they are
to be effective. There are a number of methods of programme
selection which involve various amounts of resource. They are as
follows:

Self Selection

this is by far the cheapest. Whatit really means is that it is inade
clear to those who receive the programme brochure, exactly
for whom the programme is tailored, either in terms of the
‘customer segments’ identified above, or the problem or issue
with which the programme deals. Thus, words to the effect that:

‘This programme Is particularly suitable for small com-
panles under ten employees, currently Interested in applying
micro-processers to their basic accounting systems,
particularly in retalling’

is a method of careful selection. Failure to do this leads many
owner-managers to waste their time and their money on
‘general programmes’, which were not really designed for
them and from+.shich they receive very little benefit. Organisers,
at times, find it difficult to build in self-selection procedures
because they are concerned with maximising the numbers that

Guide No. 1 . 47.
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come on any particular programme, rather than with meeting
the appropriate needs of ¢ very company attending. They are
afraid that introducing selection criteria into the brochure, for
example, will reduce the numhers and make the programme
less viable.

Selection by problem

a parallel method of selection and recruitment is to identify
clearly the specific areas to which the programme is addres-
sed, and ask those who apply to set out their problems. Those
who it is believed will not have their problems addressed, can
then be informed and their time saved. Again, there are
‘political’ difficulties in practice in doing this, although itis highly
desirable that in application forms space is left for owner-
managers to write down any needs they would like discussed

during the programme.

Selection and recrultment by workshops.

This is a useful approach where a programme is to be intensive
or extensive over time. If this is the case, it is worthwhile to
invite would-be participants to a brisfing workshop which fully
explains the purpose of the programme, so that they can
themsalves salact better. This, as has been mentioned above,
is also a way of selling the programme. For example, an
organiser seeking to launch a programme to develop the
export capabliity of small business (to be run one day every
three weeks throughout the year), would be well advised to
invite potential participants to an evening workshop. Here, the
objectives of the programmes can be described in detail, and
participants can appraise the credibility of the organisers and
would-be trainers. At the same time, organisers and trainers
can obtain feadback as to the appropriateness of their basic

programme design and of its appeal.

Selection and recruitment by company visit.

This is a resourca-intensive method of selecting companies for
a programme. Again, it may be very worthwhile where the
proposed programma is extensive and intensive. First com-
panies may be asked to give an initial reaction as to what their
particular problems and opportunities are, and how they relate
to the suggested programme objectives. They may then be
visited and appraised as to whether they will benefit from their
programme, and as to whether the problems and opportunities
are indeed raal and relevant. As a result, the programme might
be better tailored to the needs of client groups.

Notes
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Selection and recruitment by completion of questionnaire.
This s an appropriate approach for programmeas for individuals
about to set up a business. The questionnaire may be de-
signed to give a view as to how enterprising they are, what their
levels of motivation and commitment are, what levels of ability
they already have, how well developed their idea Is, and what
resources they can bring to the business.

Selection by interviow.

Where programmes for business start-ups are intensive, it
may well be desirable to conduct interviews, probably on the
basis of initial questionnaires, to help ensure that the propesed
training investment is soundly made and the needs of the
clients clearly known.

Additional organiser competency check 1
Organiser Ability to Select and Recruit Participants

High Low
1 2 3 4
Ability to design programmes for self selection |D D D D

g to n ionnaires fo |
A, i s e oo | 0 ] ] O

Ability to organise and run evening selsction | [ ] [] [] []

Ability to conduct company appraisal visits for 3 D D [:]

purpose of selection
Ability to design questionnaires for recruitment
(of start-ups particularty) 0oo [
to develop instruments for intervie
::Ina';:lyionandappraisal r " D D D D
Notes
Guide No. 1 -49 -




Notes

3. Abllity to select trainers

This s, perhaps, the most important task of the Organiser. A
frequent mistake, because of pressure of time, is mersly to find
someone to take the training slot without due regard for their
capabiiity. Trainers should, therefora, be seiected according to
the overall Generic Competency Check (page 4). But, they should
also be assessed in relation to the specific tasks they are being
asked to perform. For example, (and as will be demonstrated
later) a trainer being selectad for purposes of running a pre-start

, will need the Generic Competencies identified on
page 4 but, in addition, will need familiarity with the pre-start-up
pm.\ﬂﬂ\mneedso!dlemshmlsrem(ﬁandofme
barriers and opportunities that confront them.

Additional organiser competency check 2
Organiser Ability to Select Tralners

High Low
1 2 3 4

Familarity with the generic training
competencies required of trainers D D D

Ability 10 assass trainers in relation to these ‘

— 0000
Abimﬂodesiga:semss;mfmtminer D |’_—_] D ]
Ability to develop specific competency D D D D

assessments for particular programme
typologies, for example, start-ups.
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4. Ability to motivate trainers

Selecting and recruiting trainers is not enough. There mustbe the
means to adequately motivate them to maximum performance.
There are several key aspects of this in particular:

- Ensuring that trainers are adequately briefed about program-
me objectives, content etc.

- Ensuring that ti.ey are provided with adequate facilities and
back-up technology

- Ensuring that programme administration is efficient and effec-
tive and minimises disruption to the trainer

- Ensuring that there is adequate feedback to trainers following
thelr performance

- Ensuring that there are adequate financial rewards.

Frequently several of these key aspects are ignored. Trainers are
brought in at short notice, with inadequate briefing. They are
given litle administrative support. The back-up technology in
terms of slides, whiteboards or blackboards, flipcharts, spacing
and layout, is not always there. They are given little secretarial
support in preparation of their material. They are not cleady
briefed on objectives. And they are poorly rewarded.

Notes
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Additional organiser competency check 3

Additional Abllity to Motivate Trainers

High Low
1 2 3 4

wmwbﬁeimmmmobimi\md EREEEER
m“mwmmmwﬁcmm ] O d
ﬁmmmmmmmbm OO0Ogmn

“mﬁm me technical back-up, | ] 00

::jm ‘;vp,:vsdewm:ate secretarial and ] M ] ]

Ability 1o organise pre-briefings 0 O d
Ability to implement foedback assessments O ] 1] ]

Ability to provide adequate fi;!ancial incentives OO0 ]

Notes
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Conclusion

This Guide has focused on the Generic Competencies needed by

Trainers and Organisers. It has provided checklists of compet-

endesfweaehdheheyconmms.ﬁalmmdmﬁm
can use these to identify their own strungths and weaknesses. it

isreoogntsedﬂmtorganlsemandtmlnemfmquenﬂyhave little
time to meet all the requirements set out above. Yet, it can be
argued, that only by meseting the above requirements will the
organisation of small business training be professional through-
out Europe, and the supply offer made more appropriate to the
needs of the owner-manager.

The owner-manager using the above system of checklists will be
able to assess his own capability for training the managers and
supervisors of his own company. He should also become aware
of what he/she should look for in training provision. And through
the relevant associations, he/she should be arguing for greater
professionalism and the development of capability along the
Guidslines provided.

It is believed that the Generic Competencies of Trainers and
Organisers in Europe fall somewhat short of those set out in this
Guide. Even so, to meet these requirements is not enough. For,
to teach or organise uny specific programme requires additional
competencies, which will be spelit out in detail for the three client
groups representing the ultimate customers for trainers and
organisers who use this Guide.

Thy basic principles outlined above are, therefore, applied to the
Guides on pre-start-ups, start-ups, small businesses and 1992,

Notes
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This Guide is one of a series aimed at covering various aspects
of trainer and organiser competency for support of small business
initiation and development. The series includes:

- A Guide to the general competence required ot Trainers and
Organisers of small business programmes.

- A Guide to Trainer competency for stimulating Pre-start-ups.

- A Guide to Trainer compeatency for stimulating Start-ups.

- A Guide to Trainer competency for assisting small businesses
(having under 50 employees).

- A Guide to Trainer competency for assisfing small businesses
1o cope with the Single European Market of 1992,

A short Introductory Booklet is available, setting out the overall
objectives of the Guides and how they mightbe used. In addition,
a bnef bibliography of Enterprise training material available in
various community countries is provided.
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Preface

SMEs are a very important element of the European economic
and social area which is in the course of coi struction, and woula
be better squippedto perform their role if they were to demonstrate
both solidity and fiexibllity. In order to do so, they must be
managed in the best possible manner. The improvement of the
qualifications of owners and managers ofthese enterprisesis thus,
a major challenge. The Member States cannot ignore this fact, and
the Community Action Programme in favour of SMEs takes this
into account in its general orientation.

The improvement of the operational abilities of small and medium
enterprises in the Community, aliowing them to seize the oppor-
tunities available as a consequence of the Single Market, is the
cbjective assigned to the Commission of the European Communi-
ties.

Recent initiatives for the “Preparation of small and medium enter-
prises for the Eurone of 1992" (1) are evidence of the crucial role
of the training of owners and managers as seen from this perspec-
tive.

The overall objective of this series of Guides is to help improve the
supply of training for small businesses in the EEC. We recognise
that presently, this supply falls somewhat short of needs and
perhaps even fails to meet sffective demand. The challenge to the
supply side therefore, is to convert needs into demands and to
meet these effectively and efficiently. This Is critical if SME's are to
be encouraged and supported to take full advantage of the Single
European Market by 1952.

We recognise that throughout the community there is already an
extensive supply offer and there areé numerous manuals and
guides for those wishing to start small businesses or develop
them. We also recognise that the term small business embraces
many millions of companies of different types, with very different
learning needs. Ws have not therefore attemptec to produce yet
another manual for we do not believe that this would contribute to
closing the ga...

These Guidss are based upon the beliuf that the key to closing the
gap is the development of a professional cadre of trainers and
organisers throughout Europe operating to recognise standards of
competency. They should have all the entrepreneurial skills requi-
red to reach the owner-manager and his staif with their services.
And they should be able to practise a'" they preach in terms of en-
suring that the training product is carefully gcared to the needs of
specific groups of consumers.

1) Praparation of smal and mediun, -cized enterprises for the Europe of 1992 -
“Experimental training schemes " SEC (88) 1860



We hope the trainers and organisers will use the Guldes for seif
and peer assessment and development, and indeed, that this
manual may emerge as a basis for a training programme for the
development of the competencies of trainers and organisers of
small business throughout the Community.

This guide, coming at this opportune moment, will serve to
complement the efforts of DG 23, it will no doubt be a valuable
instrument for all those whose purpose is to make our European
enterprises more aware of the importance of the quality of their
human resources as a means of achiaving greater competitivensess.

Alan Mayhew

Director

Commission of the EC. DG 23
Brussels

Rugene Muller
Member of the Management Beard of CEDEFOP
Luxembourg

Cirrado Politi
Deputy Director of CEDEFOP
Berlin
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The overall objectives

The overall target group is defined as:

those who do not have a firm and valid idea, are unsure of
motivation and abllity, and may or may not have §..2 resources
to start businoss.

There are fcur key success factors in establishing a business: the
existenc< of a valid idea; the necessary ability to make it, do it and
sell the product or servics and ‘manzge’ the busingss venture; the
necessary motivation and commitment to earry the idea through
onto the market and sustain it there; and the necessary physical
and financial resources. There are probably very many people in
the population who could, if they so wished, run a smali business,
although fow would have the necessary ability and commitment
to manage more sophisticated companies. Most governments in
the Community would like to raise the number of business starts
and in particular the number of business starts that are of high
'quality’. They rucognize that small businesses are an important
source of renewal of the economy and ‘hat the larger the pool, the
more potential there may be for growth businesses to rise from
this pool and challenge the existing business establishment, thus

maintaining compstition.

Ratss of business start vary between the countries of the Community
and within countries between regions and localities. As a general
rule, it is evident that the stronger the existing local small business
community, the higher the rate of business starts. Obviously
certain regions and certain communities have agreater ‘enterprise
culture’ than others. Enterprise culture can be defined as a set of
values, beliefs and attitudes, in support of the view that the future
can be better secured by independent individual effort than by
working for larger corporations and institutions. When the nature
of this ‘culture’ is explored in detail, it can be related to:

- The existence of numerous successful role images of local
entrepreneurs in society which influence the aspirations of the
population as a whole, and particularly thoss of young people.

- The existence of a network within the region or locality which
has a grea deal of understanding of small business and is
highly symnathetic and supportive of it.

- An informal network of business persons, associations and
contacts supporting each other.

Notes
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- The opportunity for many young people to work with, and in,
small business during their formative years and to acquire
experiance and business knowlsdge by ‘leaming by doing'.

- The existence within the community of a norm of ‘living with un-
cartainty' which, in turn, stimulates the ente:rise, creativity,
initiative-taking and planning to ensure survival. This becomes
built into the fam.  and local environment.

- A network system which provides a steady flow of business op-
portunities and ideas, and provides a clear understanding of
how ideas are generated by customer need and can be
developed into business propositions.

If the overali objective is to raise the number of paople who aspire
to start a business, then it is necessary to create the kind of culture
described above. Forces sunnorting this culture will be operating
‘naturally’, to some degres, in every socisty but will be stronger in
some regions and localities than others. The aim should be to
build upon what aiready exists, strengthen it by training and
education and monitor the results. Overall, the key objsctives of
the Trainers and Organisers of programmes in stimulating pre-
start-ups should therefore be:

-t0 encourage greater awareness among the population ~f
what entreprensurship and small business means.

-10 encourage greater understanding of enterprise among all
levels of the population.

-to encourage greater insight into enterprise by enabling a
wider range of the population to have some ‘hands on’ experi-
ence of working with, or dealing with small businesses.

- fo encourage greater motivation to establish a small business
and 'pe independent’.

-fo develop, as part of the above, greater awareness, undor-
standing of and insight into the process by which consumer
needs lead to business wweas and can lead on to business
propositions and into business.

- to stimulate the process by which more ideas for businesses
can be developed

-0 raise the abilities of persons to respond to this challenge.

The precise ways in which these above objectives can be achieved
will vary with different sections of the population.

Guide No. 2 .2-
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Overall trainer competency for
stimulating pre-start-ups

in addition to the general competencies aescribed in Guide 2,
additional specific competencies are required ralating to the
characteristics of the various groups which may be influenceu by
pre-start-up programmes, as in Exhibit 2.1 below.

EXHIBIT 2.1

Framework of competencies for pre-start-up training

programmes for

Ability to developﬁ
vouthin

empbymem

stimulate Grad-
uate Enterprise ‘
DM LA NN AN LA

Notes

ERIC
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Ability to develop i Avility to develop
programmes for
the unemployed
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Overall trainer compatency check for developing

Notes

pre-start-up programmes
High Low
1 2 3 4
1. Ability to segment the market D D D

2. ity t rammes for youth in '
Ability to develop prog y Dl— DD

3. Ability to develop programmes for youth in

4. Abilty to develop programmes for youthin | ] ] [ []

5. to develop rammes for stimulat-
Ain:agmduate Emma D D D

6. Ability to develop programmes for popula-
tion as a whole D D D

7. ::ailitytoc:vebppwammesforme D D D D
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1. Ability to segment the market

The ‘market’ for pre-start-up tralning can be segmented by age
groups including:

- Those at school, (primary or secondary).
- Those in vocational education and training institutions.

- Youth, who have left school, and are involved in an-the-job or
off-the-job training in industry and commerce.

- Those who are in institutions of higher edication (polytechnics,
technological institutes, universities).

- Those who are aiready in the labour market, as employees.
- Those who are unemployed or not registered for employment.

Within each of these broad groups there are further groups who
may have differentneeds. Within the schools system, forexample,
those with different abilities and ambitions will have different
needs. Within the vocational training sector there are a wide
variety of different craft and trade programmes, each of which
may have different potential for the teaching of small business as
pari of the vocational curricula. The needs of halrdressers, for
example, will vary from those of electricians: those of plumbers
from those working in information technology. In respect of youth
receiving on-, at-, or off-the-job training within companies, the
potential for increasing their enterprising ability within the context
of the existing company programme will vary.

For those in higher education, the scope for enterprise education
and training will vary between the sciences and the arts. And
there will be different opportunities for linking students with small

and medium companies at different stages of their study programme.

The population as a whole can be segmented in a wide variety of
ways. There are those, for example, within the research depart-
ments of universities who need to be made aware of the potential
for converting their research ideas into businesses. There are
managers within large companies, who can identify opportunities
which are not taken up by their own firms and who need to be
motivated to set up their own indspendent business. There are
inventors, who need to be encouraged to develop their inventions
into a business. And there are large numbers of workers in craft
trades who could set up for themselves. And there will be different
groups, such as women and ethnic minorities, who face distincti-
ve barriers for cultura! reasons.

Notes
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The unemployed are also by no means an homogeneous group.
There are those with managerial and supervisory backgrounds,
who havs a different potential from those who are skilled workers.
The older unemploysd have differant prolslems from the young.
Those who have been unemployed for a long time have different
problems fron1 those who have only recently been mada redundant.
Those who have experience of working in small and medium
enterprises before, will have greater prospects than whose who
have worked all their lives in large firms.

Pre-start-up trainer competency check 1
Abllity to Segment the Market

High Low

1 2 3 4

Awareness of overall potential for segmenting | ] OO

s :;:dsm ma::e ;:otemiaﬂorsegmenta!bnwithln ] HER
mmmialforsegmemmbnwimm ] O O
:::mp?:&iﬁg:‘r:rmMMbn within | ] ] O
-A:;g:ssm:fmztenﬂauorsegmemmionwﬂhm ] BER

:. :‘m:;?muwmmmbnwnhm ] HEN

o gommme |0 0 O O
Cm::seddmmwmmm 10 00

For each of the groups identified above there will be different
learning needs, different programme opportunities, different exist-
ing programme models, different approaches needed by the
trainer, different potential for materials development, different
environments to work with and different ways of reaching the
potential consumer with the programme.

Notes
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2. Ability to develop pre-start-up
programmes for youth in schools

There is growing recognition throughout the Community of the
need to encourage the ‘spirit of enterprise’ among youth at
school. This means having young people who are more: creative;
analytical; capable of taking greater initiative; more independent;
better at leadership; better at communicating, persuading and ne-
gotiating; and with higher isvels of achievement motivation. There
is also a recognised need to provide young people with greater
understanding of business and in particular of entrepreneurship
and small business. And it is thought that these elements of
enterprise education can be introduced for awide variety of young
people, including even those in primary education.

There are numerous barriers to achieving these goals including:
the values and attitudes of the teaching profession and of educa-
tionalists in general; the lack of understanding of what constitutes
enterprise and its links with educational goals; the division of the
school curricula into its traditional teaching subjects; the exist-
ence of a strong examination philosophy in these subjects; the
lack of understanding of enterprise of universitiss and institutes of
higher education who, in effect, dictate many of the examination
goals of the school system; the lack of enterprise and smali busi-
ness in taacher education and training; and generally, the lack of
awareness and understanding of, and insight into small business
by those who dictate and teach the curr.zulum in schools.

Nevertheless, opportunities exist to teach children in a more ent-
erprising manner as defined earlier, to develop programmes of
awareness and understanding of small business and to give them
greater opportunity to link with and visit small companies. To
achieve these goals, teachers and educationalists need to under-
stand better the link between the objectives of enterprise educa-
tion and of education in general. Few educationalists would argue
with the need to develop more enterprising young people in
schools as defined above. They also need to be given greater
awareness and understanding of small business and how it might
be used as a means for the teaching and development of
enterprise in young people.

The programme opportunities therefore are:

- programmes to help teachers teach more enterprisingly within
their existing curriculum (changing :he process by education)

- programmes to provide greater awareness and understanding
of small business, enabling teachers to design ‘appreciation’
programmes

Notes
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- and programmes and activities to allow pupils greater access
to small business, including periods of working with small bu-
siness.

There are a limited number of such programmes existing across
Europe. Perhaps the most developed of these are in the UK, one
or two of which are described below. These programmes seek to
provide simulations of small business with associated materials
which can be used for teacher training. This kind of programme
can be introduced into a wide variety of different curricula activ-
ities in the school and cover a wide range of ability and age
groups. The programmes vary in the degree to which they
encourage children to set up and run their own business over a
period of time within the school. There are, however, a range of
programmes which deal more directly with the setting up of a
company and involve teaching by industrialists. This type of
programme usually aims at older children in the 16-18 age group
and is similar to the Junior Achievement programmes in the
United States. Various materials have been developed to assist
teachers, in establishing such programmes and there are training
programmes for teachers designed to motivate them to introduce
small business and enterprise training into their schools.

These programmes are usually located within the school, al-
though they may extand into the vacation and may involve school
visits to companies or time outside the school spent on market
research. They usually involve industrialists and bankers visiting
schools and indeed being involved in teaching.

Such programmes can involve teachers linking with a network of
educational advisers, local education authoritiss, national educa-
tion authorities, parents, management boards of schools, and
employers. They also need to have some means of assessment
if they are to be taken seriously by examining boards and by
further and higher education institutions.

The uitimate ‘customer’ is the young person in the school. He/she
can only be reached, howsver, through the teacher. Reaching the
market, therefore, means reaching the teacher and possibly also
‘selling’ the programme and associated activities to education
authority advisers and the wider network mentioned above. Such
a marketing exercise will be easier if the network is involved in
joint production and development of such materials. Almost
certainly, however, teacher workshops will be needed 10 market
materials and approaches within the schools.

Notes
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Pre-start-up trainer competency check 2

Abliity to Develop Pre-Start-Up Programmes for Youth
in Schools

High Low

1 2 3 4

Awareness of the distinction between enter- -
prise education and small business training D D D D

<EITIT

Awareness of the links between enterprise —
training and educational goals g [

K {, and ability to develop, materials -
fxmm educaﬁo:tlyfn schools D D D D

Ability to run train nes for teach
inMn ing programmes for teachers D D D D

Ability to liaise and develop understanding of -
the glavam network environment in education D D :] D

Ability to market programmes effectively with
teachers, advisers elc D D D D

Ability to write own materials where necessary D D E.]

Wide range of contacts with small businesses
as potential invitees to teach on programmes D D :] D

Notes
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3. Ability to develop enterprise pro-
grammes for youth in vocational
training

There are a wide variety of collage vocational training courses for
youth throughoutthe Community. Large numbers of young people
attend a variety of apprenticeship programmes at the college
lovel. In many of these programmes there are already substantial
inputs of business education, not necessarily geared to small
business and not necessarily deliverad in an enterprising fashion.
The programmes are oftentiedinto cartification processes which,
in tumn, are linked with traditional industry associations, guilds and
examining organisations.

Large numbers of young people undertaking these programmes
end up running their own businesses, usually after a period
working for someone else. In preparation for this ultimate career
step, there is a substantial need for development within the
existing programrnes of awareness, understanding and insight
into small and me fium business. By the very nature of a system
which frequently /inks with companies, there is already ample
opportunity for placementin small and medium firms as part ot the
training. There are major barriers to the wider introduction of pre-
start-up training in vocational courses and there is a need to
develop such training within the specific industry context of these
courses. Many of the existing business studies programmes
which are taught are ‘appreciation’ programmes, giving little
insight into small business management. They are run in a
traditional manner, with very little attempt to create enterprising
learning situations as identitied above. And the fact that many of
these programmes have been certificated for years means that
the curriculum is difficult to change.

It can be argued that, as with enterprise in schools, the main
needs are:

-To encourage the development of enterprising attributes in
those undartaking vocational programmes.

-To bring into these programmes elements of awareness of
small business management

-To bring deeper knowledge and understanding of the small
business so that levels of appreciation are raised.

- To provide mechanisms for gaining insightinto small business
by working with, and alongside small companies.

Notes
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- To encourage the development of insight into the small busi-
ness start-up process, and in particular, how ideas are devel-
opeG into business.

-To provide motivational role models, particularly of young
people, who have succesded in setting up their own business.

To meet these goals will involve training existing teachers in
vocational education so that: they understand the ditferent pro-
grammas that might be devsloped to meet the above objectives;
they are trained and motivated to develop them; and they are
given incentives to build them into the curriculum of specific
vocational programmes. It also means selling the concspt to a
wide variety of industrial and commercial associations, as well as
those public bodies who set vocational training standards and
examinations.

Key Components of Programmes might include:

- ‘Enterprising skills’ programmes, including exercisesin crea-
tivity, lateral thiniiisg, problem-solving, leadership exercises,
achievement motivation, negotiation exsrcises, presentation
skills and initiative taking.

-‘Awareness’ programmes, including presentations by role
modsis of existing owner-managers, particularly young man-
agers; parsonal awareness profiling- comparisons with profiles
of the seif-employed; sources of business ideas and how these
are converted into businesses; analysis of motivations of the
small busingss owner-managers and their job satisfactions;
and the basics of setting up a business.

- ‘Understanding’ programmes, including: the process of get-
ting into business from raw idea through to valid idea to scaie
of operation, negotiation for resources and birth; understand-
ing of motivations and satisfactions of owner-managers and
their necessary abilities; understanding how small businesses
meet the needs in the market; understanding of the role of
small business in soclety economically and socially; basic
understanding of management of small business; and under-
standing of the small business support environment.

- ‘Insight’ programmes, including: simulation exercises of the
establishment of small businesses; idea generation and evalu-
ation exercisss; undertaking projects in existing small fims;
working, wherever possible, alongside owner-managers; and
interviawing entreprensurs.

Notes
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-*‘Developing motivation' programmes, including: achieve-
ment motivation training; exercises on evaluation of business
ideas; exercisas in conversion of raw business ideas into valid
business ideas; exarcises on business plan development;
oxercises on market research and customer needs analysis;
exercises on cash flow projects and profit and loss forecasting;
exercises on business proposal presentation; creation of
awareness of all statutory requirements in order to get into
business; personal appraisal exarcises comparing selt with
owner-manager profiles; and exercises with existing owner-
managers who have recently started.

It is evident that a great deal of methodology media of conven-
tional business studies programmes teaching in vocational training
institutes is not highly enterprising. This limits not only the amount
of *hands on’ experience young peopls can obtain, but also the
dogree of excitement involved in leaming. All business programmas
for vocational training require enterprising approaches including
liberal amounts of: action leaming; indspendent and group
exercises; company visits and ‘real time’ projects; working in
groups without teacher supervision; meeting with the real worid
customers and Interviewing them; exercises in presentation of
plans, projects, negotiation exercises etc. A great deal of the
business knowledge can be taught by demonstration and practice,
thus asveloping insight into the use of knowledge.

Given the usually specific nature of vocational training in prepar-
ing youth for a career in a particular industry branch then,
materials and examples will need to be industry-specific. There
are already materials available in many of the EEC countries
which provide exemplars of the various types of programmes
identified above, some of which are noted.

Enterprise programmes for vocational training will need to be
developed within the frameworks of existing programme activity.
This means networking, not only with teachers in vocational
institutions, but also with associations which set examination
requirements and assess and accredit results. The nature and
scope for such interaction will vary in different countries of the
Community. But it is uniikely that vocational small business and
enterprise programmes can be developed independently of the
organisations which presently contro! vocational education. These
organisations will also be the key channels for marketing any
programme.

Notes

Guide No. 2 -12-

©

ERIC

Aruitoxt provided by Eic:



Pre-start-up trainer competency check 3

Abllity to Develop Enterprise Programmes for Youth in
Vocational Tralning

High Low
1 2 3 4
Awarengss of existing vocational programmes | [™] [T] [] []

Familiarity with institutions and networks setting
standards for such programmes D D D D

Awareness of the degree to which existing -
programmes embrace enterprise in small D D :J D
businaess

Ability to develop awareness, understanding,

insight and motivation programmes for D D D D
vocational training

Awareness of oxisting materials for such
Awarenes: of 0000

Ability to develop new materials where relevant D D D D

Ability to market programmes thro: jh existing
network supplying vocational training D D D D

Abilty to develop teacher training programmes | — ] ] ]

Notes
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4. Abilitytodevelop programmesfor
youth in employment

Most of the young peopie in the Community are involved in on-
the-job, at-the-job or off-the-job training programmes. Many of
these are carried out by small companies. And simply by involve-
ment with a small firm, an element of motivation towards an
understanding of small businesses is achieved. Many large firms
are, howevar, interested in developing the enterprise capabilities
of their young employees (in the broader sense defined above).
There are major problems in introducing elements of enterprise
and small business into large or small company programmes,
which include:

-the fact that most programmes are company-specific and
usually have as a prime aim the development of the necessary
skills for employees to carry out their basic tasks adequately;
in small firms there are few, if any, training officers to work with,
and provide guidance for, ent~rprise training

-in larger companies, most youth training is carried out by
instructors who do not necessarily have substantial under-
standing of enterprise, and frequently use approaches which
are traditionally ‘discipline- oriented’ and therefore somewhat
anti-entrepreneurial.

A major opportunity, however, lies in the curent interest in
developing more enterprising approaches to work and, therefore,
more enterprising individuals. There is a need to develop a better
understanding of the nesed to encourage employee capability to
operate enterprisingly within the work environment, and to under-
stand how the business, within which they work, operates. There
are also particular learming needs of intermediaries (the instruc-
tors) who will nged to learn how to take more enterprising
approaches to training.

Opportunities for developing enterprise in youth training need to
be carefully negotiated. Th.ey usually need to be industry-specific
and therefore, will need to be negotiated with industrial trade
associations and/or relevant government organisations. They will
need to be bespoke in terms of individual company needs, yet
flexible for adaptation to different circumstances. Paricular
oppartunities nerefore are:

- Programmes to develop understanding of the company through
enterprise, using a simulation of the business as with any small
business enterprise programmes. This will allow components
of: parsonal awareness and development; awareness of how
products must meet customer needs (in the particular company);

Notes
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projects to understand the nature of how the business re-
sponds to customer nesds ai.d to develop understanding of
some of the business systems within which they, the workers,
must operate; and some simple awareness, through simula-
tion, ‘of business planning’.

- Programmes concemned directly with stimuiating the develop-
ment of enterprising attributes, for example: achievement
motivation training; creativity training; analytical skills training;
interpersonal skills and personal skills training.

There are a number of existing programmaes of enterprise skills
training available. And there have been expsriments, particularly
in the U.K.,, aimed at encouraging enterprise training within
company taining programmes for youth. Thess, however, have
had a mixed recaption. The onus in general, will be on the
company trainer to develop industry and company-spacific ma-
terial. This may be easler where nationwide standard formats for
youth training and industry exist, for example, within the Youth
Training Scheme of the U.K. it will be more difficult where
arrangements vary widely between regiocn and industry sector.

The main environmental issue is that of ensuring that any pro-
gramme is jointly developéed with the personnel and training statf
within the company and industry, so that a degree of ownership
is given to the firm and the industry sector. Aside from statutory
obligation, this is perhaps also the only reasonable marketing
strategy.

Notes
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Pre-start-up training competency check 4

Abllity to Dovelop Programmes for Youth in

Empioyment

High Low

Ability to deliver enterprise skills programmes

Notes

over a range of compatencies, for example, D D D
achievement, motivation, creativity eic.

Awareness of existing industry/company arrange-

ments for youth training D D D D
Ability to design industry and company-specific

enterprise material g D D D D
Ability to undertake joint ventures with industry

and company training personnel D D D D
Ability to train industry/company instructors D D D D
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5. Ability to develop programmes to
stimulate graduate enterprise

in the long run, the quality of the small business sector is substan-
tially a function of the ambition and quality of those who establish
small businesses. 1t is, therefore, not surprising that there is
concem within the Community to stimulate graduates to start their
own company. There has been a growth of programmes de-
signed for this purpose. Most of these have been developed is
part of the M.B.A. programme of Business Schools, And enterpri-
se and small business now takes its place within the curriculum of
Business Studies Programmes in very many institutions through-
out Europe. It Is yet, however, to spread to higher education
institutions at large and across the conventional higher education
curricula of Arts and Science. There are, however, plans to
systematically develop enterprise in the university curriculain the
U.K. And there are many programmes concerned with graduate
transition to work in small firms.

There are major problems in introducing enterprise and small
business training into higher education institutions outside of
those concemned directly with management and business stud-
ies. Most of the curriculum of higher education institutions of the
university type throughout the Community is highly academic.
Even in institutions such as polytechnics, which are more practical,
there is often narrow focus upon particular fields of study, for
example, engineering, language, and so on. The value systems
of many of those who teach in higher education institutions are
unlikely to lend themselves easily to the injection of enterprise or
small businass into the curriculum. The major opportunities there-
fore are likely to lie in programmes that are additions to the
curriculum, either in the evenings, at weekends, in vacatior.s, or
after graduation. A further problem is that graduates themselves
may have little awareness, understanding of, or insight into the
small business and therefore, little interest in it as a career or
subject option, Careers advisory services in many higher education
institutions, are biased towards careers in public institutions, the
professions and large firms, as is the network of staff, parents,
advisors who influence the interests and aspirations of the graduate.
The student is likely to see small businesses as being in the
informal market, giving little access to fraining, giving litie opportunity
for career enhancement, giving inadequate training and/or
qualification, being difficult to use as a stepping stone to other
jobs, and offering low salaries.

Notes
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Pre-start-up programme opportunities therefore include:

-the development of enterprise skills training modules that
mightbe incorporated into the curriculum of higher educational
institutes

-the development of teacher training programmes, aimed at
introducing more enterprising methods into the process of
teaching in higher education

- the introduction of vacation programmes designed to provide
insight into, and role models of, small and medium businesses
as well as vacational work experience

- vacation programmes to develop motivation, interest in the
process of business idea generation, of working up an idea
and an undarstanding of what makes a successful small business

- development of post-graduate enterprise programmes, aimed
at stimulating graduates with very raw ideas to develop them
into business

- graduate placement programmes, aimed at linking graduates
with small businesses as a means of increasing their aware-
ness and understanding of small business, and their ultimate
motivation to work for a small firm or set up their own company.

Various materials are available on enterprise skills training suitable
for graduate adaptation. Materials are also available on how to
develop ideas generation programmes, business start-up
programmes for graduates, small business experience programmes
for graduates and vacation experience programmes. And from
1989, materials and programmes will be available in the U.K.,
relating to the training of higher education staff in enterprise skills
and enterprising ways of teaching.

If such programmes are to be introduced in higher education, then
the environmental network which influences student aspirations
and indeed, dictates the terms under which students leam, itself
needs to be influenced. This network includes members of staff of
higher education institutions, careers advisory organisations,
parents, student industrial societies and potential employers,
both large and small.

Notes

Guide No. 2 -18.

©

ERIC

Aruitoxt provided by Eic:



Pre-start-up trainer competency check 5

Abllity to Develop Programmes for Graduate Enterprise

whole environment for small business develop-
ment

Guide No. 2

¥ —
[
{w

High Low
1 2 3 4

ﬁi‘t‘y let: ;em :ntetprise skills training OO0 00
e (CI= ==
m&omH:Qevemmorweekendawareness OO0 00

Ability to run idea generation programmes D D D D
m:mngvacaﬁonalaxpeﬁence [:] D D D

o oran vacation deagerersionand |\ [ [0 0 OJ
m%memqmwesmaumsimss OO0 00
programmes o bosewishingtovaidaedeas | 1 (1 (1 [J

notwork which nfusrce araccato aeprations | 1 ] (1 1

oracuates ssabianod mbusinoss |5 0 01 OJ

Ability to link graduates effectively with the | ] ] ] []
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6. Ability to develop pre-start-up
programmes for the populationas
a whole

These programmes can be of two kinds: those aimed indiscrimi-
narely at all of the population; and those aimed at segmenting for
different groups, by age (for example special programmes for
youth or retirees); by sex, by social status e.g. for women; by
athnic minority groups; by present job and status (for example
managers in large companies); by nature of job (research scient-
ists, university staff, inventors).

There are a large number of programmes across Europe, aimed
at stimulating interest in the starting of small business. There isa
wide variety of pamphiets and booklets published by bankers,
accountants, consuitant groups and educational institutions. There
are many video and T.V. programmes and a number of personal
profile checklists for ‘self-analysis for entrepreneurship’. There
are a variety of one-day or evening seminars aimed at arousing
interest. The objective of most training programms for pre-start-
up can be divided into:

- raising motivation and awareness of the potential for running
one’'s own business

- guiding those interested on how to find a business idea and
how to develop it

- programmes for those who feel that they have the germ of an
idea and wish to devslop it more fuily.

The mast common format is the one day programme open to
anyone who wishes to attand, i.e. the population as a whole. This
might commonly include: presentations from existing entrepreneurs;
presentations on how they found their business idea and how
they developed it; guides to what constitutes a valid business and
the rewards that may, or may not follow; and introductions to the
relevant environment. Longer programmes can be designed to
encourage understanding of how to find a business idea, how to
brainstorm to find ideas, and how to validate these ideas. Longer
programmes are also needed to concentrate upon the process of
self-assessment and seif-awareness for entrepreneurship and
the development of achievement motivation. Achievement moti-
vation programmas aim fo acquaint participants with the characteris-
tics of the entreprenaur, provide mechanisms for them to assess
their own personality characteristics in this respect, and then seek
to develop these so that they have the ‘right’ characteristics.

Notes
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Targeted programmes may be aimed at specific segments of the
population. Examples include:

- programmes on ‘buy-outs’, aimed at managers already in large
companies who may wish to move out with part of the company
business

- programmes aimed at stimulating large company managers to
identify opportunities for developing their own business

- special programmes for women, which emphasise the particu-
lar difficulties they face in establishing businesses and ways of
overcoming these

- programmes aimed at ethnic minorities, dealing with the specific
problems they face such as, raising finance, dealing with
customers, taking advantage of/or coping with issues arising
from basic cultural differences

There are very many materials available for such programmes.
Generally thesse contain one or more of the following:

- stimulation of motivation towards self-employment, including
achisvemont motivation training

- developing understanding of what makes a viable business
idea and how to validate ideas

- developing ability to find ideas and generate them

-increasing understanding of what abilities are necessary turun
a business

- providing awareness of role images of persons as business
owners, aimed at breaking down barriers of self-perception

- improving understanding of the rewards and risks to all new
businesses ’

- developing self-awareness and self-analysis
- programmes {0 stimulate enterprising attributes

- developing understanding of what makes a successful busi-
ness

- improving understanding of the relationship between business
and family

Notes
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-improve understanding of who can help in the process of idea
and business development

in order to cover the wide variety of potential programmes for pre-
start-up with the population as a whole, the trainer will need
contacts with a very wide network. This will enable joint program-
mas to be run with a variety of organisations, such as chambers
of commerce, productivity associations, trade assoclations, edu-
cational institutions, business development institutions, public
and private etc. Moreover, the trainer will need sound links with
representatives of ethnic minarities, womens associations, youth
associations and with organisations concemned with the protec-
tion of intellectual properly rights, such as patents offices and
liconsing authorities.

Notes
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Pre-start-up trainer competency check 6

Abliity to Develop Programmes for the Population as a

Notes

Whole

High Low

1 2 3 4

Understanding of different ways of segmenting
radonts 00O 00
Understanding of particular problems of youth
and business start-up D D D D
Understanding of particular problems of wom-
Undorstand ulislnlin
Unnrlerstanding of particular problems of ethnic
minority groups pre-start OO0
Ability to run self-assessment workshops ] D D D
Ability to run ideas generation workshops D D D D
Ability to run achisvement motivatios: training D D D D
Contacts with persons able to provide adequate
role images and make presentations D D D D
me of sources of new ideas and D D D
Ability to run enterprise skill and competency
training programmes D :] D
Awareness of specific problems of large
company managers leaving to set up business D : G
Ability to understand management buy-outs D D D D
Ability to understand paticular problems of re-
search scientists and university staff moving out
of their institutions into self-employment D D D D
Familiarity with prcblems of patent protection
and licensing amangements D D D D
Familiarity with licensing and data banks D D D D
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7. Ability to develop programmes for
the unemployed

The unemployed cover a wide range of persons and can be
segmented in a number of ways inciuding:

- by length of unempioyment
-by age

- by skill and experience

- by resource availability

Those who are unemployed do not necessarily make the best
entrepraneurs. Nevertheless, it is the pressure of unemployment
that often leads to greater urgency for selif-help and interest in
self-smployment. Thus, the obligation is there for the trainer and
the organiser to provide those unemployed with an awareness of
their potential for becoming self-employad, for using their skills to
this purpose, and being clearly aware of the consequences. In
taking these opportunities, the trainer should be aware of a
number of particular problems, including: the demwotivational
effect of becoming unemployed; the loss of self-confidence; the
loss of personal contact networks for rehabilitation; frequently,
the lack of financial resources; and the growth of dependency.

Some of these factors will vary with the length of unemployment,
with the previous status and resources of the unemployed person
and with age. For example, the young unemployed are likely to
have no experience, no contacts, little awareness of employment
options, far fewer links with sources of ideas, and very limited
financial and physical resources. On the other hand, they have
little to lose by seeking to help themselves through seif-employ-
ment and possibly fewer family and other obligations. The unem-
ployed manager who has previously worked in a large company,
will bring with him: experience of large companies and systems;
possibly some previous management training; some contacls;
and will be used to dealing with people. But on the other hand, he/
she will probably have little experience of going it alone, will have
family ties and obligations and may be tied in with certain pension
and other capital maintenance and development schemes.

While bearing these special factors in mind, many of the needs of
this group will be similar to those of the populetion as a whole.
There will be a need to develop self-awareness; understanding of
what constitutes a viable business idea; how existing skill might
make business; and understanding of what abilities are necessary
to run a business.

Notes
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in the first instance, however, participants may need specialist
self-confidence building programmes and achievement motiva-
tion programmes designed to counter the effects of unsmploy-
ment. There are a number of schemes in Europe which seek to
help the unemployed financially and convert their unempioyment
benefit into the basic ‘salary’ while they set up business. And
there are a number of associated training programmes. Chief
among these are:

- awareness days, aimed at enabling the unemployed to under-
stand what it is like to be in small business, to assess
themselves, to be aware of how their skill might make a
business and to understand who can help them in the procsss.
These programmes are usually of short duration, one or two
days or evenings.

- & variety of youth programmes, aimeg at encouraging unem-
ployed youth to work on community projects, which as a by-
product, aim at increasing enterprise skills and the feeling of
independance and ability to ‘self-help’,

- mechanisms for introducing the unemployed to potential busi-
ness ideas.

- programmes to help them raise basic skills, with a view to using
the skills as a means of eaming a living independently.

- programmes to link the unemployed, particularly unemployed
managers, with small businesses so that they gain some
insight into the small business and as a result may develop the
capability and potential to set up their own company. Exam-
ples of these programmes are noted below.

Associated with these programmes are a variety of materials.

In providing programmes for the unemployed, the trainer will need
to link with many institutions whose primary task is to service
unemployed persons, including: social security payments institu-
tions; job search organisations; community project organisations;
social welfare and benefit organisations; skills retraining units etc.
It will be important for the trainers to set up joint ventures with the
personnel of these institutions.

Notes
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Pre-start-up trainer competency check 7

Abllity to Develop Programmes for the Unemployed

High Low
1 2 3 4

Awareness of differences in problems of
different groups of unemployed persons D D D
Ability to run proommmes to build self-
conmfgeme P ® O00d
Ability to run rammas to inculcate
P Taton o achieve OO0 00
Ability to run programmes to explore the
relevance of personal skills for self-employment D D D D
Abifity to provide an overview of the necessary
components of successful small business D D D D
Ability to I;r:: effectively with all social and other
services for the unempioyed and to run joint
programmes with them D D D D
Ability to counsel the une ed individual
and?oﬂectively nemploy Y E] D D D
Ability to introduce the unemployed to sources
of ideas for seli-help g D D D D
Awareness of all sources of financial assistance
available under governmental and other
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A. PRE-START-UPS : MATRIX TO SHOW DE TALLS OF PROGRAMMES/ACTIVITIES IN EEC MEMBER SYATES
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ANNEX 2

European ‘Pre-start-up’ Cases



Belgium

Institute for Permanent Training and Education

The Institute Programme consists of four phases: that of appren-
ticeship; that of entreprensurship education; that of continued
education; and that of remedial education.

The apprenticeship phase provides gensral and professional and
technical knowledge for major skills (80%) by practical work in-
firm and in vocational centres. A pupil from the age of 15 years
onwards who has finished the initial two years of secondary
education may start his apprenticeship.

Phase 2 is to provide entreprensurship education to potential
entrepreneurs who might start their own small business. With this
objective a programme is undertaken that has, on average, all the
elements needed by an sntreprensur including; courses on
accountancy, marketing, recruitment of employees, business
planning, communication and information, and additude building.
Approximately a third of the participants in this programme are
those who have finished the apprenticeship phase and two thirds
of secondary education. The programme concentrates on learning
from real life situations.

The continual education and remedial education phases will
thereafter consist of iectures, workshops and seminars. There is
the option for those who have undertaken the entrepreneurship
education to study further the changing environment and asso-
ciated additional needs of the entrepreneur.

in 1987/88 some thirteen thousand students took the entrepre-
neurship education programme. The entrepreneurs’ educatiun
programme consists of 128 hours per year, mostly in the evenings
in vocational cenfres and continues over three years. The main
delivery agents are the vocational training centres.

Contacts: Flemish Community
Nedsriandstalig Instituut Voor De Voortdurende Vor-
ming Van De Middenstand (IVVM)
Brittania House
Jozet-il Straat 30
1040 Brussells
Tel. No. 02/218.60.93

or

French Speaking Community
Maria-Theresiastraat

1040 Brussels

Tel. No. 02/219 37 88

Notes
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Denmark

Scholarship Scheme

This Is a programme run by the Ministry of industry, encouraging
those with High-tech business ideas to disengage themseives
from employment and explore the potential of setting up a busi-
ness. These scholarships are designed to ease the transition and
are of the order of 20,000 Kroner per month for up to 24 months.
The programme Is therefore targetted upon research sclentists
and innovators and Is open to anyone in the country. There are,
howaver, a limited number of scholarships (up 1o 15 a year).

The programmg Is marketed through a variety of institutions,
h.cluding the Technology Institutes. An exampie of a successtul
candidate urkler the scheme is that of 35 year old electro-
techniclan with a concept of developing a module which could be
attached to a personnel computer, making it possible to use the
computer as facsimile for mailing etc. The electro-technician
heard of the scheme through the inventors office of the Jutland
Technological Institute. in applying for the scholarship he had to
forward a technical description of the product idea, together with
a detailed businass plan describing market conditions and a draft
of budgets for two to three years ahead. Moreover he had to
prepare a working plan for the activities to be carried out in the
period of the scholarship.

In addition to the scholarship, the successful applicant may be
eligible for other grants In support of expenses for materials
technical literature and advice about location.

Contact: C Mohler - Sorrensen,
The Technicological Institute Copenhagen
Tel No. 4529966 11

Notes
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France

Training Support for Starters

This programme is run by the National Agency for Employment
(ANPE). it is open to the unemployed and the population as a
whole. There Is no selection. All thatis required is that there should
be an element of motivation and possibily a raw idea. The aim is
to help people to assess this idea and to prepare for launching a
company. The programme was originally started in Departments
west of Paris and has now been extended to several other regions
of the country. The individual is followed up after the programme
until he or she finds a job and/or becomes an owner manager.

The programme s operated by special ANP agents in partnership
with Local Government and the Ministry of Commerce and Crafts.
There are, for example, 33 ANPE sites in the west of Paris, each
of which are provided with one trained ANPE agent.

The programme itself moves from initial briefing sessions, through
to motivation sessions and then to a two day initiation programme
where participants have to profile themseives as entreprensurs.
it then movaes into 9 days working on an individual project, to be
foliowad by over 250 hours of managemsant training. The man-
agement sssslon includes 50 hours of individual follow-up coun-
solling advice. Participants are acquainted with legal obligations.
Ang following the successful development of the business, they
can join a club of new business creators.

750 programmes are run every year. Approximately 70% of those
on the programme start a business, 8% find employment and 22%
continue as they were before.

Contact: National Agency for Employment (ANPE)
lle de France Ouest
130 Rue du 8 Mal 1945
92021 Nanterre Cedex
France

Notes
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Germany

Start-up programmes of the Chambers

All young entrepreneurs can consult the Chambers of Commerce
and the Chambers of Craft on matters relating to business star’-
ups and micro-businesses. There, they receive free advice from
experts.

The Chambers offer general seminars as well as individual srart-
up consultz.ions. Both alm at satisfying the following needs; to
identify resources needad, including location, premises, and
financing; to know the mechanics of starting a business; to know
how to meet statutory requirements including tax; to know who
can help and how to approach them; to identify suppliers and buiid
relations; to know how to introduce basic management systems;
and to develop a general business plan. For specific consuiting
tasks relating to start-ups, the Chambers refer the starters to
professional consultants and grant financial subsidies - as a
rule 60%.

The start-up seminars in most of the Chambers are held twice a
year, often in the form of four full-day events or altematively, eight
evening events. Subjects in one popular programme comprise:
requirements which enterprises and employees have to fulfil, craft
enterprises and their market, internal organisation, enterprise
planning, ascertainment of capital requiremsnts, cost accounting,
legal aspects of start-ups, and reduction of personal risk. Emphasis
is placed on practical applications.

The materials used in the seminars are not standardised but
determined in each individual case by the organising Chamber
and by the instructor. A postiive example is included in a hand-
book on business start-ups, which was compiled by scientists of
the German craft institute in Karisruhe, and which is used for start-
up seminars by at least three Chambers. The handbook is
handed out to all participants and contains all subjects discussed
in the seminar. as well as many useful checklists for business
starters.

The individual Chambars are responsible for the engagement of
instructors and their personal and professional qualifications. The
instructors are experts from the business world, or specialists from
central organisations of the Chambers or professional associa-
tions. As a rule, they have to meet the following minimum
requirements: to be able to produce own programmes or to
effectively use existing materials, to deliver enterprise skilis
training, to train in an entarprising fashion and to time and locate
programmes effectively.

Notes
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The seminars usually take place atthe Chambers, which also offer
follow-up consultations as well as seminars dealing with young
micro-businesses and their special problems, including those
directed at keeping them alive, and those alming at cost accounting,
management of innovations, and other speclal fisids of
management.

The courses are announced inthe Chambers' news-letters, as well
as in local newspapers. The success of single programmes Is
judged by the number of participants, their reaction, the percentage
of participants who actually do start up a business, and by the
subsequent insolvency rate of these young enterprises.

The programme Is partially funded by fees from participants
(average fee of about 200 DM), but also by subslidies from the
Office for Economics and by the Chambers themselves.

Contact: Deutscher Industrie- und Handelstag
(German Association of Chambers)
Dept.IX: Educational policy
Mr G.Woortmann (Tel.: 0228-104430)
Adsnaueralie 148
5300 Bonn 1.

Notes
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Ireland

Start Your Own Business

The main agency invoived in pre-start-up activity is FAS - The
Training and Employment Authority. It will typically run 30 or more
“Start Your Own Business” programmes in a year, each for about
20 participants and lasting around 20 weeks. These programmes
are run both by FAS itself, but also by private firms under sub-
contract.

Anyone with a reasonable business idea will usually be able to get
a place on one of these programmes and will be subjected to a
fairly Intensive period of 6 to 10 weeks classroom training cover-
ing basic business techniques and discipiines, followsd by a
further period working largely on their own with counseliing back-
up. During this latter period they are expactsd to carmry out basic
market research and prepare a feasibility study followed by a
business pian.

Considerable support is avallable to help the participants obtain
modest funding and advice of a technical nature, as well as
guidance In areas such as packaging, promotion and staffing.
Increasingly, these programmes are targeted at specific groups
or sectors including: agri-business; food: manufacturing; women.
They have enjoyed a success rate of around 75% or better, in
resulting in self-employment or the establishment of small firms
within four months of the end of the programmes.

Contact: The Training and Employment Authority (FASI)
27 Upper Baggot Street
Dublin
Tel. 68 57 77

Notes
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Italy

Entrepreneurial Education

ISFOL, the italian Institute for Manpower Training, and agency of
the Ministry of Labour developed, in 1988, its first axpseriment of
entrepreneunial education in italian schools. The programme,
known as Impara a Intraprendera, was launched during a national
conference in Rome in September 1987. The course, basedonthe
successiul UK ‘Education for Enterprise’ programme, is aimed at
students in the fifth year (17-18 years oid) in technical Institutes in
various parts of the country. Approximately 200 students and 50
teachers are invoived In a first phase.

The programme aims t¢. . ycourage interest in, understanding of,
Insight Into, and motivation towards solf-employment. It aims to
change the system of values, specifically in the south of italy and
to acquaint children with the necessary abilities to run a business
and how they might acquire the nacessary motivation. Thecourse
seeks toIndicate where they mightobtain assistance and howthey
might develop ideas, identifying enquiry sources, and develop a
business pian.

The nine pilot Institutes were selected on the basis of giving
preference to those reglons whose Councils have issued laws
encouraging young persons entrepreneurship. Two of the institu-
tions are located in the north, three in the middie of italy and four
in the south.

The programme within the schools cor:sists of:

-One or two days of sensitisation of all students in the fourth
yesr by a short presentation of the programme and its back-
ground with the help of the videos.

-The 10 selection days afterwards, by application form and
questionnaire, of a number of students who will take the pro-
gramme. This has led to 15 to 20 students in each pilot school.

- A task force In each of the schools for entrepreneurial educa-
tion, delivering a programme consisting of four parts totaling
40 to 60 hours yearly.

The yearly cost of the course is estimated at $ 30,000. Following
an enthusiastic response to the programme, the Ministry of cdu-
cation is now preparing a p!=n of progressive diffusion from 1989,

Contact: Patricia Pagota
Isfo! (Instituto Per la Formazione Professionaie del
Lavoratori)
Via Bartolomeo Eustachio 8
00161 Rome
Telephone No. (6) 84.13.51
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Netherlands

Orientation Course - Own Companles

The aim of the course is to give the participants a clear idea about
key capabilities in running a business. The course is directed only
atwomen wanting to re-enter the labour market. Most participants
are between 25 and 45 years old. The group of participants Is very
heterogenous: there are many differences in educational level
and in social background.

The Women-and-Workshops across the country organize the
course in different ways according to specific wishes of the
participants. However, the national point of support, the Ministry of
Social Affairs and Employment, subsides the initiative.

The course should contain about 7 haif-days spread over a few
months. Half-days are used because women often have to take
care of children or have part-time jobs. The course should be
short and concrete. The women in the course are trained to
develop and practice the skills in which they are judgec to be
particulanly efficient. Furthermore, women often want to establish
teminine branches of industry with limited economic possibilities,
espacially in retalling and personal services. The women are
therefore forced to explore the economic prospects of their
potential enterprise.

The trainers in the course are also women, because women
understand the problems of other women better. Most teachers
areworking as professional advisors. The national point of support
has developed a training program for the teachers to improve their
knowledge about problems of small and medium-sized business
and about teaching.

There are no costs for participants. The marketing for the course
is done by advertising in newspapers, on local television and by
distributing leaflets. The location of the course is normally the
Women-and-Workshop itself. After the course there is no real
follow-up. Some of the Women-and-Workshops have starters-
courses themselves; in other cases women are referred to other
courses for starters.

Contact: Women-and-Workshops
National point of support
Koningslaan 11 Utrecht
Tel: 030-522030

Notes
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Portugal

Integrated Training of Young Entrepreneurs and
Innovative Cadres

Especially directed towards young graduates and finalists, this
programme recrults its participants among the candidates by
means of interviews and psycho-tests. Spacial attention is given
to their motivation to start a new enterprise. The course is aimed
at giving the participants training in modem management and the
possibllity to acquire motivation towards self-employment, to
discuss and develop entrepreneurial competencies and to become
aware of those who can help them if they decide to come into
business.

The programme consists basically of a course with 770 hours, run
during 7 months in full-time (6 hours/day), beginning in April and
finishing in the end of the year with an interruption for holidays. It
includes theoretical and practical approaches. it focuses on
management techniques, Information on the public and private
economic environment and the elaboration of a project to sta:t a
new company. This includes demonstration of new technologies
and guided tours to existing enterprises.

Material like management manuals, business games, audiovis-
uals, informatics in general and computer-aided training are used
during the course. Lecturers must have management and pedagogic
experience and a good knowledge of new technologies. The
course is delivered in Lisbon and, after its condusion, participants
receive help during the next 6 months to elaborate their own start-
up projects or to find a new job. The press is used to market the
course, but most the important way of attracting participants is by
means of contacts with Universities, especially through contacts
with Student Associations and some teachers.

in 1987, the course had 20 participants and durine 1988 this
number was 15. Up to now, no new enterprises have been
created but some meetings will be held to try to revive the idez of
starting-up a business. Most of the participants are employed
bacause since they showed agood business preparation. Funding
is ensured by the Portugese Government and by the European
Social Fund.

Contact: AIP/COPRAI
Praca das Indastrias
1399 Lisboa Codex
Tol.:64 41 61
64 53 41

Notes
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Spain

Basic Company Management

This programmae is run by the Spanish Confederation of Business
and the Spanish Confederation of Small and Medium Enterprises.
The aim Is to provide a basic qualification for candidates to be
owner-managers. it gives priority participation to sons and daughters
of entrepreneurs with the objective of providing a basic familiarisation
and easing the process of laarning and management succassion.
This programme Is recognised as providing a practical base for all
who wish to become professionals in the world of business.

The programme Is run over two years and consists of over 200
hours of tuition on a part ime basis. The early results from the
programme have been exciting. From the first group completing
the two year programme, there has already emerged new compa-
nies. The programme costs approximately $1400 a year. With the
success of the programme, it is being extended to other areas of
the country.

Contact: Departamento de Formacion de la CEOE
C/Alcantara, 20
28006 - Madrid
Telephons No. 431.22.92/33

Notes

Guide No. 2 Annex2 - 10 -

ERIC

Full Tt Provided by ERIC.



United kingdom

Minl-Enterprise In Schools

The Mini-Enterprise in Schools project was established in Sep-
tember 1985 by the Department of Trade and Industry in an
attempt to disseminate and develop current practice in the grow-
ing field of enterprise in education. The project targets its activities
at the teachers of children in the age range of 9-18 years. The
principal aims of MESP are:

-to encourage and support the development of enterprise
education in schools

- to develop the concept of enterprise education and to promote
its inclusion in the design and delivery of the curriculum

- to facilitate collaboration between schools, industry and other
projects working in the field of anterprise education

MESP is implemented through a fisxible range of training services
which include workshops and conferences tailored to local needs
and demand. Each school receives a comprehensive brochure
sponsored by the National Westminster Bank. This describes the
project, sites examplaes of successful ventures and lists the
names of regional contacts, Teacher training programmes on the
application of enterprise education to various aspects of the
curriculum include ‘Education for Enterprise’ (manual and mate-
rial on enterprise curmriculum management).

MESP functions as & network, based on existing experience and
expertise of agencies working in the field. Principal amongst this
network are the University of Warwick's Centre for Education and
Industry, Durham University Biisiness School and the Welsh
Development Agency, all of which have developed programmes
designed to promote enterprise education in the young. Since
September 1985, over 80% of all target institutions (secondary and
middis schools in the UK) have developed and run some form of
mini-enterprise activity. MESP has worked with 100 Local Education
Authorities in Engiand and Walss, and introduced some 7000
teachers to enterprise e-ducation through over 200 courses and
workshops.

Contact: Kevin Crompton
Mini-Enterprise into Schools Project
Education Industry Unit
institute of Education
University of Warwick
Waestwood
Coventry
Cv4 7AL
Tel. 0203 523951

Notes
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This Guide is one of a serigs aimed at covering various aspects
of trainer and organiser competency for support of small business
initiation and development. The series includes:

- A Guide to the general competence required of Trainers and
Organisers of small business programmes.

- A Guide to Trainer competency for stimulating Pre-start-ups.

- A Guide to Trainer competency for stimulating Start-ups.

- A Guide to Trainer competency for assisting small businesses
(having under 50 employees).

- A Guide to Trainer competency for assisting small businesses
to cope with the Single Europsan Market of 1992.

A short Introductory Booklet is available, setting out the overall
objectives of the Guides and how they might be used. In additicn,
a brief bibliography of Enterprise training material available in
various community countries is provided.
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Preface

SMESs are a very important :ement of the European economic
and social area which is in the course of construction, and would
be better equippad to perform their role if they were todemonstrate
both solidity and fiexibliity. in order to do so, they must be
managed in the best possible manner. The improvement of the
qualifications of owners and managers ofthese enterprisesis thus,
amajor chalienge. The Member States cannotignore this fact, and
the Community Action Programme in favour of SMEs takes this
into account In its general orientation.

The improvement of the operational abilities of small and medium
enterprises in the Community, allowing them to seize the oppor-
tunities available as a consequence of the Single Market, is the
objective assigned to the Commission of the European Communi-
ties.

Recent initiatives for the “Preparation of small and medium enter-
prises for the Europe of 1992" (1) are evidence of the crucial role
of the training of owners and managers as seen from this perspec-
tive.

The overall objective of this series of Guides is to help improve the
supply of training for small businesses in the EEC. We recognise
that presently, this supply falls somew .at short of needs and
perhaps even falls to meet effective demand. The challenge to the
supply side therefore, is to convert needs into demands and to
meet these effectively and efficiently. This is critical it SME's are to
be encouraged and supported to take full advantage of the Single
European Market by 1992,

Wae recognise that throughout the community there is already an
extensive supply offer and there are numerous manuals and
guidas for those wishing to start small businesses or develop
them. We aiso recognise that the term small business embraces
many millions of companies of different types, with very different
learning needs. We have not therefore attempted to produce yet
another manual for we do not believe that this would contribute to
closing the gap.

These Guides & © based upon the belief that the key to closing the
gap is the development of a professional cadre of trainers and
organisers throughout Europe operating to recognise standards of
competency. They shouid have all the entrepreneurial skills requi-
red to reach the owner-manager and his staff with their services.
And they should be able to practise ail they preach in terms of en-
suring that the training product is carefully geared to the needs of
specific groups of consumers.

1) Preparation of smail and medium -sized enterprises for the Europe of 1992 -
“Exporimental training schemes* SEC (B8)1860

Pran,
) |
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We hope the trainers and organisers will use the Guides for self
and peer assessment and development, and indeed, that this
manual may emerge as a basis for a training programme for the
development of the competencies of trainers and organisers of
small business throughout the Community.

This guide, coming at this opportune moment, will serve to
complement the efforts of DG 23. it will no doubt be a valuable
instrument for all those whose purpose is to make our European
enterprises more aware of the importance of the quality of their
human rasources as a means of achieving greater competitiveness.

Alan Mayhew

Director

Commission of the EC. DG 23
Brussels

Eugene Muller
Member of the Management Board of CEDEFOP
Luxembourg

Corrado Politi
Deputy Director of CEDEFOP
Ber'in
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The overall objectives
The overall target group is defined as:

Those who have a firm idea which seems reasonably valid,
and in relation to the idea have sufficlent potentlal Abllity,
Motivation and Resources to convertthe ldea Into a business,
glven adequate training.
Each individual or group of individuals seeking start-up training
will have a different mix of capabiliiy in terms of the four key
success factors of ldea, Ability, Motivation and Resources identi-
fied below. Some will have a better business idea than others.
Some will have superior abilities to make, do and sell the product
or service. Some will have more motivation and commitment. And
some will have greater physical and financial resources available
than others. But this capability can change overtime. An idea can
be improved as can ability. Motivation and commitment can be
developed. And physical and financial resources can be added
to. Trainers and organisers must, therefore, assess the existing
level of capability and focus their programme efforts on desired
changes and improvements. But they should also be assessing
the potential for improvement.

The key to effective programme design lies in understanding the
process of business start-up. All start-up participants in training
courses have as their ultimate major concern, the establishment
of a viable business. Assisting this process in the most effective
and efficient manner will, therefore, be the major objective of all
start-up programmes. Key sub-objectives wil: »e:

-To raise the managerial, technical and personal ability of
panicipants.

- To raise the level of motivation and commitment.

- To help them develop the raw idea into a viable business idea
and into business.

- To assist participants in acquiring the appropriate financial and
physical resources for business success.

The key issues that need to be addressed to meet these four sub-
objectives and the overall goal of successful business establish-
ment are identified in Exhibit 3.1.

Notes
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Notes

EXHIBIT 3.1

Key Components in the Successful Development ofa
Now Small Business

Motivation and determination |

ideas and market
Of the individual/group, etc.
Refiected in support of tamily,
partners, and track record in al-
ready Yrying to achieve stan-|
ups. Refiected also in the objec-
tives of the persons

Reflected in the viability of the
idea. Whether it canbe demon-
strated that it works. What needs |
it meets. How it Is better than||
others. Who are the customers |
and how many of them are there.
And what is the competition.

Resources Abllity
Of the person, the family and
others involved. Previous track
record (employment and asso-
ciated knowledge and skill) and
relevance to business. Techni-
cal and managerial ability.

FENe—— R

needed, (Premises, plant,§
materials, labour). Financial}
resources avaiable and needed. |

i
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The overall trainer competency
requirements

in addition to the Basic Competencies identified in Guids 2, a
number of additional competencies are required of trainers. The
maijor overall objective of creating a viable business focusses.
attention upon clearly identifying needs associated with the
procass of business initiation, and bullding floxibie leaming re-
sponses as in EXHIBIT 3.2.

EXHIBIT 3.2

Framework for Tralner Competency Development for
Stimuiating Sta't-ups

Ability to select
and recruit
according to
needs

Ability to identify
tasks and
leaming needs
for Start-up.

Ability to develop
motivation and
commitiment

Ability to link
stant-ups with
relevant external

agencies

Ability to design
programmes of
different
durations

v vy vy em v s aa U

Ability to segment |
the market for
start-up training

Notes
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Overall trainer competency check for
developing start-up programmes

High Low

1 2 3 4

1. Ability to select and recruit according
to needs D D D D

2. Abllity to identlty tasks and learning needs
for Start up ks O 00O

3. tod motivation and '
Aty o dosp OooQ

4. Ability to segment the market for stant-up
Ay 1000

5. ::ielzit:sﬁnkstan-wswnhrelevammemal ;:] D D D

6. ;b:gtty iot:s design programmes of different D D D D

Notes
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1. Ability to select and recruit
according to needs

it can be argued that many people could start a small business.
What is important is that their idea stands a chance of being
successful on the market and, even more importantly, that their
potential ability, motivation and commitment matches the idea.
People with very limited abilities may not be able to cope with very
sophisticated business ideas. People with only modest commit-
ment may not be able to face up to the difficulty of getting a more
complex idea into the market and sustaining it there. Moreover,
not everyone will be capable of raising the necessary level of
resourca for an idea which, because of its nature, demands
substantial investment in physical and financial assets.

Prospective participants in start-up training courses may, at the
time they apply for the course, be at very different stages of the

start-up process. These stages are broadly outlined in Exhibit 3.3.
This shows the progression through from a raw idea for a
business to ultimate survival. Prospective participants in a pro-
gramme may therefore come forward at any stage of the process.

Notes

Guide No 3 A 5.

ERIC

Full Tt Provided by ERIC.



EXHIBIT 3.3
Stages of Starting a Business

Stage 1  Acquire motivation Find the stimulus and commitment
and raw idea to pursue the objective of setting up
a business (for the individual, related
group, community and family).
Find an idea on which it seems
reasonable to spend tirie evalua-
ting further, or an allemaive means
of getting into business (franchise
licence, buying a business, etc)

Stage 2  Validate the idea Test the product/service (techni-
cally and with the customier).
Test the market

Stage3 Set scale of opera- Identify. the detailed resources
tion and identify the required, the timing, the quality of
resources needed suppliers, materials, sources of

assistance, the customers and scale

of business
Stage 4 Negotiatetogetinto Develop and apply the plan.
business Negotiate for finance, premises,

contracts, sub-contracts, elc.
Negotiate assistance

Stage5  Birth Develop the initial systems to set a
business in operation.
Cope with all the statutory
requirementis.
Build relationships with
professionals who can help.
Estabiish clear ties with customers
and suppliers (and the work force).

Stage 6  Survival Consolidate business systems
Establish financial control
Develop market
Develop marketing
Manage and lead labour

Notes
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The 'survival’ period following birth is regarded as part of the start-
up procaess, for it is clear from the ressarch evidence that most
business start-ups, once established, struggle for the first years
of their life. Indeed, until a business meets two conditions:

- makes a reasonable living for the owner-manager(s)
and
- makes a profit or surplus

then it cannot be said to be fully ‘bom’. It will commonly take two
or three years, or even longer, to get to a stage of real ‘birth’.

The needs of participants on a programme will vary, dependent
upon what stage of the process they have reached. One common
problem will be that participants perception of the stage they have
reached may differ from reality. Fraquently participants in start-up
courses, when asked about the major barrier to their success, will
indicate that it is shortage of finance. The reality is that many of
them will not have properly validated ideas, will not have identified
sufficient customers to buy the product or service, will not have
thought out the scale upon which they should launch the busi-
ness, will not have identified clearly the resources they need to
operate at that scale and the various costs, such as standards
and budgets, will not be in a good position to negotiate for
resources or, indeed, with customers and will not have a business
plan for presentation to financial institutions.

Moreover, there may be deficiencies in personal skill and know-
ledge in general which, no matter how good thelir idea, prevents
them from raising the necessary cash. All these things they may
failto recognise. Itis an important aim of the programme therefore,
to help them understand the stage of development they have
reached and how to move successfully to the next stage by
anticipating the obvious problems. For it is evident that if start-up
training is to have an impact, in tsrms of increasing survival rates
and the potential future growth of start-ups, then it must enable
participants to anticipate all the major problems in the procass of
getting into business. This will not only smooth the transition path
into business but will also increase chances of survival.

Assessing the commitment and motivation (as opposed to the
ability) of participants is difficult. One measure of commitment
used by bank managers is the amount of money that an indiv‘dual
or group is prepared to invest in the busingss. Other signs of
commitment may include: the amount of time that would-be
participants have already spent on nurturing and developing the
idea; the amount of thought that has already been given to the
project and the number of investigations that have already taken
piace; evidence of the involvement and commitment of wives,
husbands and friends and partners; and indications of what the

Guide No 3 -7
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would-be participant is prepared to sacrifice in order to stant a
business. For example, Is he or she giving up an existing job with
a comfortable salary and pension?

Motivation Is usually the product of a variety of push and pull
tactors. Push factors includa: loss of job; threat of loss ot job; loss
of position or status in existing employment; changes in existing
employment position notto the liking of the client; failure to obtain
promotion or reward; and personal familial circumistance. ‘Pull
factors include: finding an atiractive idea; identifying needs during
existing work practice which cculd make a possible market for a
product or service; and strong motivation to independence and
freedom, derived from role models with support from parents,
family and friends.

Start-up training competency check 1
Abliity to Select and Recruit According to Needs

High Low

1 2 3 4

Ability to understand the stages of the business
statup process oood

<EIES

Ability to assess the stage the participant has
Ay pa Oooo

Abiiity to identify how valid the clientideais | [} [] [0 [

Ability to assess potential participants’ manage-
rial 2nd personal capability D D D D

Ability to assess commitment and motivation of D D D D

participants
Ability to assess physical and financial capa-
bility of participants D D D D
= Notes
Guide No. 3 .8-
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2. Ability to identify tasks and asso-
ciated learning needs for start-ups

Learning needs are derived from the tasks that must be under-
takan to move from one stage to another. Exhibit 3.4 sets out the
key tasks involved in moving from a raw idea to a valid idea, from
a valid idea to the scale of business required and so on.

EXHIBIT 3.4

Parsonal Development: Stage and Tasks

Koy Tasks

Notes

Stage 1.

From idea and
motivation
acquisition to
raw idea

- To find an idea

- To generate an idea

-To explore personal capability and
motivation for sell-employment

Stage 2.

From raw idea
to valid idea

- Clarily idea

- Clarify what needs it meets

- Make it

- Sge it works

- See ii works in operaling conditions

- Ensure ability 1o do it or make it to
satisfactory quality

- Explore customer acceplability - enough
customers at the price?

- Explore legality

- Ensure ability to get into business (no
insurmountable barriers to entry)

- Identify and learn from competition

Stage 3.

Guide No 3

From valid idea
to scale of
operation and
resource
identification

~.
LS

- identity market as number, location,
type of customers

- Clarity how will reach the market (pro-
motional)

- identify minimum desirable scale to
‘make a living'

- Identify physical resource requirements
at that scale

- Estimate additional physical resource
requirements

- Estimate financial requirements

- {dentify any addional financial require-
ments needed

Y S



Stage 4. From ‘scale’ - Develop business plan and proposal

to business - Negotiate withcustomers, labour, and
plan and negotiation suppliers of materials,
negotiation premises, capital suppliers, land etc.

to ensure orders and physical supply
capability
- Negotiate with banks, financiers for

rgsources
Stage 5. From - Complete all legal requirements to birth
negotiation for business incorporation
to birth - Maet all statutory requirements
- Set up basic business systems

Stage 6. From birth to - Consolidate business systems for

survival survival processing
-Ensure adequate financial control

(deblors, creditors, bank etc)

- Develop market, attract and retain
customers

- Moet all legal obligations

- Monitor and anticipate change

- Maintain good relations with banks,
customers, suppliers and all
environment contracts

- Provide effective leadership and
development for staff

Thus, in validating a raw idea, a participant must first be encour-
aged to think out precisely what the idea is. For example, it is
insufficiont for a participant to say that he or she will open a
'sandwich bar. It will be necessary to establish in more detail
items such as: what kind of sandwiches will be made; what level
of refinement of preparation; what other products, if any, will be
sokd; what range of drinks will be sold; whether the bar will be take-
away or offer seating accommodation; where itwill be located and
accessed, and so on. It will then be essential to clarify the needs
that are to be met by the product or service and therefore the
benefits to the customer. All products must meet needs and
should ideally be meeting existing needs better than the compe-
tition, and/or providing the means of meeting additioi al needs to
those already met by the competition, and/or meeting hitherto
unmet nesds. For example, the sandwich bar may provide a
delivery service to offices for lunch-time management mestings.
It may concentrate only on ‘health food'-type sandwiches or find
other market ‘niches’. There will be a need to establish evidence
of consumer acceptability of the idea by testing it, particularly
where it is innovative. There viill be a need to identify whether
there are sufficient customers and whether the market can indeed
be entered without too much difficulty. There will need to be some
initial evidence of the size of the market to sustain a business on

Notes
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the necessary scale. And in the case of innovative ideas, there will
be the need to protect by patenting and other means.

Participants will need to leamn ihow to perform these tasks. And at
each of the stages of the start-up process there will be a set of

learning neads related to the tasks to be undertaken. These are
set out in Exhibit 3.5.

EXHIBIT 3.5

Personal Develcpment: Stage and Learning Needs

Key Learning and Development Needs

Stage1. Fromideaand -The process of idea generation and
motivation evaluation
acquisition - Knowledge of sources of ideas
to raw ideas - Understanding of the ways in which
existing personal skills’knowledge might
be used in self-employment
- Understanding of what self-employ-
ment means
- Personalinsight into self-employment
- Positive role imaae/exploration/feed-
back
- Self-evaluation

Stage 2. Frommawideato -What constitutes valid idea
valid idea - Understanding the process of making/
doing it
- Technical skill to make/do it
- Customer needs analysis
- Customer identification
- Who else does it/makes it
- Idea protection
- Pricing and rough costing
- Ways of getting into a market
- Quality standards
- Competition analysis

Stage 3. From valid Idea -Marketresezch
10 scale of - Marketing mix (promotion etc, ways of
operation and reaching the customer)
resource - Pricing
identification - Production forecasting and process
p:anning to set standards for utilisa-
tion, efficiency eic
- Distribution systems
- Materials estimating and wastage
- Estimating labour, material, capital
requirements
- Profit/loss and cash flow forecasting

Notes
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Stage 4.

From ‘scale’
to business
plan and
negotiation

- Business p-an development

- Negotiation and presentation skills

- Knowledge of suppliers of land eic

- Contracts and forrns of agreement

- Knowledge of different ways of paying

- Understanding of bankers and other
sources of finance

- Understand forms of assistance avail-
able

Stage 5.

From

negotiation
to birth

- Business incorporation

- Statutory obligations (tax, legal)

- Business production, marketing, finan-
cial systems and control

- What advisers can do

- Understand how to manage peopte (if
have labour farce)

Notes

Stage 6.

Guide No. 3

From birth
to survival

157

-Management control systems for
survival

- Cash planning

- Debtor/creditor control

- Marketing

- Selling skilis

- Environmental scanning and market
research

- Leadership skills

- Delegation, time pla ‘ning

-12 -



Start-up trainer competency check 2

Abllity to Identify Tasks and Assoclated Learning Needs

Notes

for Start-Ups
High Loy
1 2 3 4
Understanding of the stages of start up busi- |
Understanding of how to validate a business
iy OO0 004
Understanding of how to identify the necessary
scale of business and therefore the resources D D D D
needed
Undemnding'oﬂhepmcessofbwinsssplan-
ning of the necessary negotiation, and ]
selling and presentation skills that go with it D D D U
Understanding of the neads for survival that
arisa insmallbusinesses inthefirsttwoorthres | [ ] [] [ O
years
Ability at a group and individual level to identify
associated leaming needs in respect of the D D D D

above stages

Guide No. 3
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3. Ability to develop motivation and
commitment

Much attention is paid in many start-up programmes, particularly
in Third World countries, to the issue of raising the motivation and
commitment of those embarking on a new business venture.
Based on the work or Akinson and McClelland®, a number of
Achievement Motivation Programmes have been developed.
And their work has also been used in the selection and recruit-
ment of entreprensurs.

There are two methods open to the trainer in developing motiva-
tion and commitment. The tirst is to set up a separate achieve-
ment motivation programme for participants. Such programmes
involve the use of thematic apperception tests and the analysis of
these tests by individuals with tutor and group support, the use of
multi choice personal assessment scales and the playing of
games, designed to test and develop behaviour such as risk
taking. To this may be added a varisty of other interpersonal skill
exercises on creativity, analytical skills, negotiation, selling tech-
niques and presentation. There are fow examples of this kind of
programme in Europe.

The second method open to the trainer in building motivation and
commitment is to use a style of training which allows maximum
focus for each participant on the development of their own idea
and the business plan. Such a strategy involves maximising
ownership of leaming by the participants, with heavy emphasis
upon tutor, peer and group counselling, so that each component
of the prograiame is reflected in the development of the partici-
pants’ ideas. In this way, the motivation and commitment of
participants will grow in the way that occurs naturally in the owner-
managed business, as the business itself becomes virtually
inseparable from the ego.

Of the two approaches, the independent achievement motivation
training programme is probably most useful where participants do
not have a basic idea upon which to work. The two are not,
however, exclusive.

* D.C. Mc Clelland "The Achisving Society”
The Free Press, New York (1961)

Notes
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Start-up trainer competency check 3

Abllity to Develop Motivation and Commitment

Notes

Guido No. 3

LR )
-
-
-

High Low
. 1 2 3 4

Clear understanding of tha process of business
ideadevelopment throughtobusinessproposi- | [ 1 []1 [] [
tion

i Ability to counsel and bulid motivation and
commitment through individual counselling D D D D
Abllty to encourage peer group interactive
counselling situations, designed to encourage D D D D
individual ownership of ideas and therefore
commitment
Understanding of basic achievement motiva-
tion training, tests and approaches, andabiity | [ ] [ ] [J [J
to apply them
Ability to undertake interpersonal skills training D D D D
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4. Ability to segment the market for
start-up training

itis evident that there are a number of different ways of segment-
ing the market for small business start-up training as follows:

- By age of participant

- By sector - manufacturing, service, retail, profession or craft

- By scale and potential of business - self employment or growth

- By market area - local, regional and/or national

- By innovation and technology - low or high

- By education and management capability of the proposed
starter(s)

- By sex - with special programmes, for example for women

- By minority groups

- By employment status

Age

Start-up programmes for youth, for example, may have to deal
with in particular: lack of work experience; lack of management
experience; lack of exposure to customers and market contacts,
and therefore to ideas; lack of resource, particularly financial; lack
of collateral and lack of credibility with bank managers and others
who have control over resources. Programmes will have to be
particularly geared to these social needs.

Thera are also particular problems for those who retire early or are
made redundant in older age. These may possibly include: lack of
confidence; lack of experience in situations of independence -
many workers have had employment status for very many years;
lack of relevant contacts in the environment as a result of having
worked in a large firm; and financial problems to do with pensions
and other insurance issues that become more important in older
age.

Type of business

There are distinctly different problems in establishing businesses
in the retail, service and craft sectors than in manufacturing.
There are, therefore, opportunities for ‘sector programmes’ and
even ‘sub-sector’ courses, for example in the hotel and catering
business, opening restaurants and franchise opserations. In these
kinds of programmes the materials and the contacts can be
sector-specific, to the benefit of the participants.

Scale

The problems associated with entering a business vary with the
scale of the project. Those seeking to establish themselves in
simple self-employment occupations have very different problems

Notes
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from those involved in establishing a manufacturing business with
considerable levels of investment. The latter will need greater
preparation and planning than the former and there will need tobe
a greater level of sophistication in the business plan. Different
‘avels of ability will be requiredin terms of negotiation, presentation
and management skills in order to survive. It is also likely that
more substantial external funding will be required and that greater
in-depth research into resources and markets will be needed.
There may aiso be a neaed to lead, motivate and manage employ-
ees. It is likely, therefore, that the intensity and duration of
programmes will need to vary with the scale of business.

wlarket

Firms dealing with local markets have very different problems
from those operating at a regional, national and international
level. The nature of these problems are particularly acute in the
start-up process. it is usually, but not always, the case that start-
ups aiming at national and intemational markets have greater
ootential for rapid growth, face many more uncertainties, or
nquire greater resources and greater managerial ability and
coinmitment. Marke.ng needs in particular, are likely to be very
different. At the local level, marketing can be effectively done on
a personal contact basis. At a national and intemational level a
host of other marketing issues will emerge, including additional
demands on the financing of the business, particularly working
capital and upon administration. Programmes must therefore be
designed to cater particularly for these needs.

Innovation/Technology

It is easier to set up in a businass for which there is already a
model, than for a business which is highly innovative either in
product or process. Simple service-based businesses which
merely seek to replicate others, perhaps with a littie addition, are
easier to manag than businesses aiming at providing a product or
service which is innovative and/or using a process which involves
new technology. In the case of innovative products, there will
need to be much greater emphasis placed upon identifying
needs, ensuring product quality and the proper working of proto-
types, acceptability to customers on a wide scale and upon iden-
tifying ways of getting into the market. Issues of patenting and
protection may also arise. In the case of new process technology,
the timescale may be considerable in developing and testing the
process and achieving necessary output and quality standards.

Education and Management Experience

Managers with a considerable amount of managerial experience
will have very different learning needs from those who have
previously worked only in a supervisory or employee capacity.
The former are likely to have higher levels of initial education, are
move likely to have attended management courses and development

Notes
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programmes. They will be generally better equipped for manage-
ment of business, although very rarely for entrepreneurship. The
nature of the training need of the more sophisticated manager is
different from that of those with less education and little manage-
ment training. For the more sophisticated formerlarge-company
manager the need will be to ensure that his/her previous learning
experience is modified to the appropriate level in the start-up
situation, so that the emergent company is not top heavy with ad-
ministration, controls and systems. For those without such expe-
rience, the need will be to develop basic understanding of the
necessary minimum controls and systems.

Sex

Women, in particular, have been shown to have major distinct
problems in starting businesses including: lack of previous man-
agement experience; difficulties arising from family obligations;
problems relating to support of spouse; lack of indepandent
capital; time constraints in identifying customers and nesds;
difficuities in dealing with the environment, particulary financial
environment; and particular difficulties relating to the way in which
women leam in predominantly male groups. Whether or not
special programmaes are run for women, these needs will have to
be catered for in programma design.

Minorities

Minority groups have advantages and disadvantages, which may
be specific to their culture or place in society. These inciude:
difficulties in finding own capital; difficulties in marketing and
selling to ot sultural groups; difficulties in building the neces-
sary contact networks in the environment to support their busi-
ness; difficulties and advantages arising from cultural and family
norms. The nature of these problems and opportunities will, of
course, vary with particular groups and the cultural context within
which they operate.

Empiloy.nent Status

Those seeking to set up businesses while already still in employ-
ment have particular probiems which include: finding the time to
plan their business when working with existing employment
responsibilities; ensuring that their business idea does not conflict
with that of their employer; negotiating a transition from a state of
employment to self-employment and minimising financial loss
during this period; coping with the ‘opportunity-cost’ of leaving
employment, such as loss of pension and other social benefit
rights; distinctive pressures that may rise in the home due to the
sxcrifice of employment for seif-employment involving, perhaps,
the pledging of personal assets. These needs demand the
development of distinctive part-time programmes and consider-
able flexibility in programme design.

Notes
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Unemployed persons have different problems and opportunities. They
have more time for development of their business. They may, howeaver,
be suffering from loss of confidence and other personal and social
problems as a result of their unemployment status. And there may be
specific financial and other difficulties associated with the impactthatun-
employment might have made upon savings and housshold income. Pro-
grammes will therefore need to pay particular attention to the devel-
opment of personal seli-confidence, and finally, means of financing that
involve ‘incremental’ development, thus conserving limited resourcss.

Start-up trainer competency check 4
Abllity to Segment the Markets for Start-Ups

High Low

1 2 3 4
Awareness of the particular problems of youth D D D D

g :::dmgthepaﬁkularpMemo!older D l:] D D

Ablity to differentiate programmes for different
types of business D D D D

::;Igytodiﬂemmiate programmes in respect of D D D D

fo deal with distinctive problems of regional,
malammtamﬁonal marketing D HEEEE

Ability to deal with the distinctive lems of
pmesstechmbgyandprodmm;w":vbatbn L_—] D D D

fo operate programmes al different levels
mbnalcapabim D D D D

Ability to operate rammes catering for the
spel::tgicnaedsofmen ™ D D D D

Ability to operate programmas catering for the
specific needs of ethnic minority groups D D D D

Ability to differentiate the needs of those in
employmen from the unemployed D D D D
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5. Ability to link start-ups with
relevant external agencies

One of the major objectives of start-up programmes ought to be
to link would-bo starters with potential sources of assistance,
wherever possible on a person-to-person basis. Required sour-
ces of assistance will vary to some degree with the stage of the
start-up process reached:

- Those sesking to validate an idea may require contacts with:
quality testing and advisory organisations; patent and design
agents; trade associations for customer contact; sources of
market research advice, including libraries and information
centres; sources of financial assistance for prototype develop-
ment and market research; and design consultants.

- Those with the valid idea and planning the scale of operations
may need a number of further contacts, including: production
consultants; advisers on costing; machinery and plant provid-
ers; providers of premises; and raw material suppliers.

- Those preparing business plans for negotiation may nesd:
advisers to help in preparation of business plans, such as
banks and accountants; links with architects, estate agencies,
suppliers and customers, so that tentative enquiries can be
firmed up.

- Those preparing for birth will need contact with: sources of
legal assistance; government and statutory bodies concerned
with the company legislation; and those able to advise on
various statutory requirements, such as planning permission,
health and safety, insurance; sources of grants and financial
assistance; and providers of premises.

- In the survival stage, the firm need to build ongoing contacts
with a variety of potential assistance and training agencies, as
wall as with professicnals necesssary to the day to day running
of the business.

Notes
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Start-up trainer competency check 5

Abliity to Link Start-Up with Relevant External Agencles

Notes

High Low
1 2 3 4

Ability 0 link with patent agents D j D D
K&wmmes of assistance for proto- D l:l D D
Knowledge of market research agencles D D D D
mlnowmf fibrary and other market informa- D D D D
Links with accountant companies D D D D
Links with soficilors D D D D
Links with banks D D D
Awareness of sources of financial assistance D D D D
Knowledge of providers of premises D D D D
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6. Ability to design programmes of
different durations

There are a wide range of potential programme dssigns in start-
up training. It is possible, for example, to develop a separate
programme for each of the stages, (or parts thereof), of the start-
up process: validating ideas; market research, idea protection;
business planning; negotiation exercises; statutory requirements
of start-up and so on. The optimum comprehensive programme is
one that aliows for inputs at each stage to be followed up by con-
version of leaming into action, perhaps with individual counselling
support. Thus, the participant will be encouraged to build gradual-
ly trom idea to business.

in most start-up programmes there will be a need for follow-up
after business initiation, through the survival period. For no matter
how good the anticipation and planning, the reality is always
different. And there will be the inevitable crises during the first two
or thres years.

The amount of time devoted to a programme should depend
substantially on the scale and nature of the business. Businesses
of some sophistication will require longer nlanning periods and
potentially greater training inputs into the development and pres-
entation of the business plan.

Overall therefore, a wide range of different types of start-up
programme should exist. But all should allow some interim coun-
selling, no matter how large or small the proposal. A number of the
programme modsls are available across Europe, a selection c.
which are identified in the annex to this Guide.

Notes
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Notes

Start-up trainer competency check 6

Abliity to Design Programmes of Different Durations

High Low
1 2 3 4

Abilky to design programmes for each stage of
the start-up process

Oo0od

Abillty 1o design programmes of diffarent lengths,
appropriate to scale or technology of business

0000

Abiiy to brief counselling support for each
stage of the start-up process

0000

Abiiity to counsel for business plans at various
lovels of sophistication
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ANNEX 1
Start-up

Matrix to show details of
programmes / activities in EEC
member states
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B. START-UPS : MATRIX TO SHOW DETAXS OF PROGRAMNES/ACTIVITIES IN EEC MEMBER STATES

Country  Programme Name Tarpst Group Sponsor Main Special National Length Duration Fuli or Pant- Numbers of Vaiume of Degres Mesoriale
Osiverer Trainer o Time Programmes Perscre Per o Avaksbie
Neoeds Reglonal Pe Annum Annum Innovzdion
Belglum
1. Programme for  Micro-iocal Limburg Business Projessors from  Specieiist Regional  Part 1:14x3 Mo s 1 year Pant-tiere 1 15-28 Madksx Yo
sducation and  market School of the LBSE Practkioners Panrt 2: 14x3 hours
guidance of Reglonsi orna-  Economice Practtioners Part 3: 1 3 howrs
start-ups and thonal manket Ganeraie o
mico-bisiness  buriness Sangue Hassen
2. Insikike Ko Youth and micro-  Reg. Gov. of the  Voostiona! PractRioners National RNApprenticeships a) 34 years a) Part-dme - . Medium Yoo
{Opan'  permanent local market Flemnish and the Centres a8 sachers Soaysperuk  b)3years b) Part-fime
training and French speaking
eduoation communiies 128 s por v,
3 Seminws, lec: Al Pri.oganbanks, Pracctionsrs  Practionars  National  Varies Virles Part-time Vries Varies Magium Yo
(Open)  hawe, work- private bus., Chambers.
shops gukiance Chambers of sducations!
Commerce sector
Denmark
1. Scholarship Resaschers Minisry of . . National . Up » 2 yoans Full-time 10-1§ 10-20 High
Scherre tachnoiogy bus.  Inclustry
2. E ntraprenaur Peapie who want  Minksiry of Ind. Technological Loca profassion  Nationa! § svenings per wk 5 weaasks Part.timg 40 $00- 1,000 MSGRTYL 0w
Courses 10 6121 & pro- County, Mund- netkutee -5 advieers
duction company cipal financial
instinsions -
3 Entrepreneur Unemployed Ministry of Technologica! Regional 50 days 10 woeks Ful-time 0 578
Courses for s who Education Insikites
Unamployed have HE
1 o academics qualfications
4, Emcrapraneur Long term unem-  Miniswry of - - Nx Jnal - Up 10 3 yenrs - - 1.200-1,500 - -
dishursements  ployed who want  Labour
0 start & bus.
s, Entrepreneur Cralt sarvice, Ministry of Commerciai and - Nationsé 30 svenings 0 wevis Part-tire New course in
Course retal business  Educasion Technicai Sche. 1987
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County Programmo Name Target Group

& The Stn-Up Al
Open)  Scheme
7. Canpain Aty Al
(Open)  -Riee for
Entrepransurs
8 The Entreprenews Craft service,
Grouwp in the retall business
county of sthnic minor-
Aarhin Riss
France  Introduction K Unemployed
Management for
Stastors
Chalengs High and Now
Technology
Business
Stage dinkiat-  Craft type bus-
ion anecanale inees (a1
slartans n
craft must Lake
& COUTse)
Training for Unemployed
starters
Guide No. 3
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Man Spectal

Delverer Trainer
Neecs

Technalogy

et utes

National Agency Teachers in Mgt

for Aduit
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Education(AFPA) agy technicians

Joint venture Teachers
botween 2 Busi-  Professionass
nass Schools

(ILES & ISA)

Chamber of Hand- Technica! siit
of Chambevs

icraft & Smail
Scals Industry

Boutique de

Generally
Gastion{40 man-  in Management

agemert shops)

National

Varies

31 days

5 days

13 yaars

Al your

7 weslks

Full or Pant-

tima{over &
weeia)

Full or Pant-
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Full and part-
[, ]

Full-time

Part-time

Fuldime
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Country Programme Name Targst Group Sporsor Main Special Nabnal  Length Duration Full or Past- Nurrbecs of Voksme of Degree Maseriais
Delverer Trainer o Time Programmes Persors Per ol Avalable
Neede Regional Per Annumn Annum innovation
Tapical work- Populstion as & National Agency (ANCE) Nore Mainly 2 days Over 2 days Ful-time 10 dilerent 815 perwork-  High Tralning
shops whole for Entraprener- Par's worishop types shop Kkits
ship and new nmén 1o avaiable
business (ANCE) T8 & yOuR'
Greecs Starters Those with & EOMMEX - EOMMEX Stff  Reglonal  Approx.300 hours Approxd monthe Part-time 1-2 2040 Madium
potential
businsss dea
lredand
1. Agri-business Regional or FAS Extemal Regional 100 daye 20 weska Ful-time 1 2 Mediyum Use of
Sint your own national mariet CONSURNYS Shannon
Business business Dev.Res.
2 Eucpean Tech- Aesaarch Innovation Innowation Cen- Regional 12 monthe Ful-time 1 ] Mediuymtigh - *
nology Entre- Sclentiss Centre,Limesick  tre stal and
prensurship full e
Programme enginsers
3 High Technol-  Large company  innovation Guest entrepren- Regions! 2 evenings awk. 6 monthe Part-time 1 . MadiumNigh
ogy Entrepren-  managerigl Centre,Limerick  sure, innovation
aunhip siaft Centre Stafl
Programme
4 Licensing Regional ov Nai-  FAS Exrernal Regiona! 13D days 26 weeslo Ful-time 1 8 High
Techinoiogy lonal market consukants
Tranater from Dusiness indug-
USA try groupinge
5 Product Devel-  Youth-vocational  College of Tech.  College Statt Regions 12 monihe Ful-time 2 X Low
: opment Bokon St.OubEn , ¢
[N
1 ’ 8. St Your Own  Craitsanvice, FAS Extomal National 100 carys 20 weuks Ful-time 30 700 Low - L
Business ratad, regional consukants
or national
markat business
7 Stat Your Own  Regional o FAS Extemal Regional 130 days 26 weeks Ful-time 1 16 Medium
Business national market consultants
-manciachuring  businees
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Country Programms Name Target Growp Sporety Main Speciai
Osiverer Trainer
Nesde
8. Strt Yor Ownn  Women FAS Extemal
Business-wormen consullants
. Sart Yor Own  Women FAS Exvemal
consultants
<ot time
Ry
1. Gamini Pacpie with an  SDA (Susiness
Programme original
business idea
2 Start«poourse  People motvaled FORMAPER
o craste 8
small businees
3 Startup course Peopie motivased ASSEF ™A
o creste 8
smal business
4 Sel-training Pecple with 2 8Kc
and fraining business idaa
for start-up
5 Archirrede Young people  MEET
Project under 25 years
Netheriands
1. Start Your Own Nt specificeth  Minisry of Eco-  Clambers of Com Experisnced
Business? NiC minoities normic Affal’s, Cantral inst)- Speciaists
Privase Sponsor-  tutes for SMES
shp
2 Starters Ali Minstryof Eco-  Reglonal ingti-
Handook nomic Altains ttes for SMEs
3 Own Companies Women up 1025 Municpal Labowr Lanade Gaxd  Women
Guide No. 3
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Naional 100 days 20 wevic
National 50 days 20 wptka
Regional 10 monthe
Nasionad 10 days 2 veis
Nationa 10 days 2 weele
National 7 monthe
Natonal 10 months
Nationat 8- 12 days § - 12 woeis
Regions! 1 day 1 day
Ragionai 3 days perweek 10 monthe

BEST COPY AVAILABL!

Full or Pan-
Tire
Ful e

Pat-time

Ful-ume

Ful-ime

Pat-time

i

»

»

NK

Vohure of Osgroe Maerinhs

Permoe Pe o Avalabie

Avrum Innoveason

100 Low -

100 Low

18-

S0 High Yos

20 par course  High Yeu
Annex 1-4 -

157



Country Programme Name T Group Sponsor Main Soecial Nationsl  Length Duration Fuli or Part- Numbers of Volume of Degree Maserials
o Deiveree Teainer or Tirw Programmes Porsorw Par  of Avalabie
Nooda Regional Par Anoum Anrurn lnncration

4, Counes for Potertial Minot EconAS., Founcasionfor  Pucpie wih pood Ragional  Varies - Part-time Nomerrus .

Opan)  sntrepisneurial  entreprensurs Minol Edocation branchrapect.  knowisdge of
sducation sivi Schences courees for he branch and

aFrprenew-
sducation shp

s You aliain more  Women Regional Women Counssl  Experts on entre-  Nationaj 2 days 2 daye Ful-time 56-10 150

Open)  with your own Authoriies NCOV prensurship
business

Portugad

1. Highpotemidl  Young gradustes Banco Porfuguss Consali Gestas Management Loca! 4monthesiection 2ya 5 monthe 1 month 1 20fom25D  Nigh Some
antNpreneurs oF eqAvalent de Atiantico, sirvestinentos  and training 2 monte cowse fulk-tme candidases innovative

m SA aparience and 2 yoars
counsaling

Foundagion for

Oporo Inciuet.

rial Assoc,

2 PINOVA Genersl European Soclal  PECIFAG Managerment Ex- Regionz! 18 x 2 days 18 monthe Fus-time 1 15 High Case Stud-
Support Fund, peviance ies Manuais
programme to Portuguese Gov Statup Exper.
nnovalive ideas

3 Entreprensur Young gradustes  Weiding and Wakilng and Managernent and Ragional 450 hauns £ monthe Part-time 1 15 High Comp. Man-
Course Quailty instiite, Ouailly Ineikuis  pedagogic sp. uale, Marage- .

Now Uni. Libson ment games ! Lo
4, PACRt General Evopsan Soclal  (PECFAG Managamant Ragional 2 days por month 16 monthe Pandime 1 12 High Yas
Swntip Fund IEFP axper: .9 pévs 10 daye
1 L)‘ . programme oounseling
T 5 Start-up Geneval Europasn Socdal  PECKFAG Mgnagement and Local Mdays + tday 18 monthe Fulitime 1 ] High Cass
Strategic Pro- Fund counsaiing per month for Stxtiss,
gramme Pontuguese Gov. axperience 18 months Manuais
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Country Programme Name Targst Geap Sponscr Main Speciat Natonad  Langth Duration Fud or Part- Nurrders of Valurne of Degree Materials
Deiverer Traer o Time Programmes Persore Per  of Avalsbie
Neede Regiona! Per Annum Annuam Innovation
s Feaniblity General Banoo de PECFAG Managerment and Local Jx 8 houry Scape Fulme \ 2 High New
sy and New Formanto SEP ep. Maserizis
[ g ) Naciona! (USA)
value Fundo EFTR
Spaia
Suppot servics Pesons wishing  Nationsl Employ-  Regional Offices  Speciafists in Run in sacventions Vamcas ™ Fullimewhers - Ower 1500 cases Moderse
for Business wiwpa ment lnstitute at INEM Enterprise limhad interactve ca0o.Carigoup  Maining coursee A yowr Video
Creation {SACE) company {INEM) Creation rurberof  of varied length 0 2.5 yean o
5 regions dependent Gpon
Advice &
Training
uX Suwsiness Stant-up of al UK. Training Eduestion, Participative National S48 cays Varies from 8 Ful-tme <5 <] 60,000 Moderate Programme
Emerprise ages Agency Institutions, 13yt nesded days 10 sovernl Guise
Programme Consultanta, waeks
Entarprise
Agencies.Chamber
of
Emerprics Swanuws ol Al UK. Training Education, Participatve Nationat 1 day - Ful-tme No figurws svail  No figuwee avall Low Guidelines
Awarenss Days fypes Agency Ins{Tutions, sfyle needed abie, Afficul abie. dificut avatiabie
Consultants, {0 asess 0 assess
Enteprise
Agancies.Chamber
ol
Graguxte Gradusies wth UK. Training Busingss Schools Particpstive Naional Ful-time 1 k] MoCerite Guidelinas
Enterprise siant-up ideas Agency throughout the styss needed avalsdle
Programme UK. & Poy-
tachnics
Project Full Ethnic minorty  Many pubhc & Enterpriee Covers vanety  National Vares withtype - ful-time I 87788 4252  Moderse Guidelines
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England § Wales ove locations voostional and
throughoit the  enterprics
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Country Programme Name Target Group Sponsor Main Spectal Nagional Langth Duration Full or Pan Numbers of Volume of Dagres Matarial
Detivarer Traner or Time Programmes Parsors Pr - of Avallable
Nees Regional Par ADnum Annum innovagion
Wast Gerrmany
1. Junio! Firm School iesvers Fedimtiissof  Min. of Educ.and  Special vooation-  Regional Jdas Part-time 12 - High Avalable
vooitionsl Pro-  the Junior Firm &l eachens of
motion.Funsed  Association incust. finrs
by Min.of Educ.
and Sclerce
2 Promotion of Unerrpioyed Senabs of the Spedally Loca Imomings pry 1) weeks Past-me 12 2 High Brochures
the crealion wOmen with of woman inthe  Sedin Chambens  trained woak
of businesses some vooaiton of  State of Barin  special inkisthves  instrucson
by women professional L o, 1Or woMmen in
Beriin
3 Course for Members of crait  Acadamy of crat  Charmbers of Consukant Loes! ddmys v B 1-2 waoie Exher 4 20 Madgium Yes
Business guikie whoplan  -rmanehip Cratrramnship waning
Stant-uwps Dusiness Ofice of Econ,, 1B
sian-ups Sel-financing
4 Conmsukation Those wishing ©  Chambers of Chambers of Consukants National Varies Variss Part-dme Medium You
on Businees san-up in Commercs Comrmerce
Starntpe business
Lu%
1. for Slartars, Public funds Luxermbowrg Prolessional National Entreprensurshp 3 years Pari time vanous 1.200 Mo s
startars of Managers of Chamber of Traners sducation
ouft tare craftsmen Expers in the 150- 180 howss
okt por yaur
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wholasals and retall buehesass  Commerce Conwrerms
retail business
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ANNEX 2

European ‘Start-up’ Cases




Belgium

Starters Programme

The full title of this programme is ‘Programme for Education and
Guidance of Start-Ups and Micro-Businesses’. it is run by the
Limburg School of Economics and sponsored by the Generale De
Banque Hasselt. Similar programmes are run at Ghent and
Brussels. The programme Is taught at the Business School, but
also involves practitioners from Accountancy companies, Banks
and Venture Capital Companies. The programme focuses on the
development of the business pian as a means of exploring the
reality of the new businass. The programme could also include
those who have already set up in business and are in the early
stages of development. There are no age restrictions. Those
wishing to participate in the programme must have recently
started or be about to start a business in the industry, trade or
servicas sector. The business must have potential to hire employ-
ges in the short or long run. Other than that, there are no entry
restrictions although the best participants are selected with an
average of 15 to 25 persons on a course.

The programme is run once a year over a period of 12 months and
is in three parts. The first part consists of 14 evening sessions of
3 hours each. The second part consists of development of the
business plan and counseliing. The third part consists of counsel-
ling support for the micro-business as it is being set up, (or in the
case of existing businesses), the business plan is being imple-
mented.

Contact: Limburg Business School of Economics
Universitaire Campus
3610 Diepenbeek
Tel No. 011/22.99.61 (Ext 134 - Ms. J. Hermans)

or

General Bank

Ridder Portmansstraat 1
3500 Hasselt

Tel No. 011/22.49.91

Notes
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Denmark

Entrepreneur Courses for Unemployed Academics

These programmes are financed by the Ministry of Education and
are delivered through the Technological Institute. As the name
implies, the programme is aimed at unemployed persons who
have finished a course of long duration (minimum of three years
full-time). Between two and three programmes are run a year,
covering a volume of up to 75 persons and the programme Is run
50 days over approximately 2 1/2 months and is full-time. Entry is
for those who have an idea of the type of business which they
intend to start. For example, an unemployed architectwas able to
develop an oven for drying grain with new drying methods. During
the ten wesk courses, four weeks are set aside for work on the
project. In the last week of the programme the finished project
descriptions are presented to various banks and savings banks
for evaluation. If the product idea is acceptable, further funding
may be obtained for the development through the Danish Natio-
nal Agency of industry and Trade for the Development of Proto-
types. In the case of the Architect and his idea the Dantoaster
Food Processor has been developed, so that grain and other
seed crops can be heated, enabling animals to digest the feed
faster. The machines are produced by a sub-contractor and the
Company now has a large volume of orders and is exporting.

There is no charge for the course participants. The success of the
course is calculated by the number of participants who establish
a business. Currently the rate is approximately 60%.

Contact: Mr Thorkild Bjerremand
Juttland Technological institute
Teknologiparken
DK 8000
Aarhus
Denmark
Tel. 06 142400

Guide No. 3 Annex2-2-



France

Toplcal Workshops

These workshops are run by the National Agency fo~ Entrepre-
neurship and New Business (ANCE}. They are available to the
general public with no selection criteria, other than participants
should be starters wishing to work on all aspects of the project
{financial, legal, marksting etc.) The workshops run through the
stages of business development, from generating and svaluating
an idea, to developing the business plan and to launching the
oparation in a seriss of workshops offered at various consecutive
dates. The workshops cover such issues as: exploiting new
personal capabllitiss for business creation; developing creativity
for business creation; studying the market; developing a business .
plan; estimating profits; financing the project; coping with legal
aspects; negotiating with outside organisations; contract organi-
sation and law; and organising the administration of a company.

All of these ‘topics’ take placs over two days. The aim in the
individual workshop is to focus on the project and not just to
deliver knowledge. There are also teaching kits available in
support of each of the workshops. These workshops are full-time
but participants can select from those they need.

The programme is presently located in Paris and is advertised at
the ANCE main office, where the public come for information and
individual guidance, as well as through agencies providing sup-
port to starters in and around the Paris region. The programmes
are subsidised by ANCE.

Contact: ANCE - CEFCE
142 Rue du Bac
75007 PARIS
France
Tel. 45 49 58 58

Notes
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Greece

‘Startors’

This programme is sponsored by Eommex, which is the Hellenic
organisation of small and medium sized industries and handi-
crafts. it is an action leaming programme fcr prospective small
business entreprensurs in the manufacturing sector. its aim s to
enable the participants, after the completion of the course, to
effectively apply the knowledge required in the start-up of their
own business. Programme content is a mixture of theory and field
practice. Each theoretical part is followed by research work within
the company, in close cooperation with the would-be owner. Each
of the projects is worked on jointly, with small work groups of
several participants. For example, the profile of a successful
entrepreneur, marketing and plant layout are some of the compo-
nents developed and, afterwards, discussed in the classroom.
The programme is run by Eommaex staff, who are experts in the
field, and covers apiroximately three hundred hours of tuition
over a period of four nwonths. It is undertaken on a part time basis
and is open to those vho have an idea for a specific project. The
programme Is restricted to a group of twenty and is run twice a
year.

A particular feature of the programme is that during the first three
weeks, when human relations are discussed, the group is split
into two on the basis of sex. This providss the opportunity for the
female participants to gain self-confidence and group discussion
experience before joining the male group. This results in larger
involvement from the participants point of view and a livelier dis-
cussion. The programme is free to participants, who are careful-
ly selected.

Contact: Mrs Chronopoulou
C/o Eommex
16 Xenias Street
11528 Athens
Tel. 7702636

Notes
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Germany

Pilots Help Young Entrepreneurs
(“Unternshmensstart Kdin e.V.”)

Potentia! customers of the initiative are young enirepreneurs
leading micro-businesses and business starters who, during the
initial phase of their independence, are not familiar with the
mechanics of setting-up a business or developing financial fore-
casts, budgets, and business plans. They also may have difficul-
ties in selecting and dealing with banks, consultants, etc., or face
problems with basic functional management tasks, such as ac-
counting, marketing, organisation, finance, calculations, etc. Every
young entrepreneur in the area of Cologne can paricipate.

In the programme, highly qualified retired or active entrepreneurs
act as pilots, on a honorary basis, to help young, inexperienced
entreprencurs. The oil entrepreneurs are usually specialists in
certain fields of econonaics, industry, trade, commerce, or admin-
istration, and have gathered a wealth of experience and contacts
over their careers. The programme brings together young entre-
preneurs with special problems and old entrepreneurs who can
help.

The content of the Initiative focuses on oral consultations, to clear
away contingent problems and weaknesses in setting up busi-
ness plans, internal-rate- of-return calculations for capital invest-
ments, analyses of future eamings and costs, in information,
advice, and materials, and on mediating useful contacts with third
parties. The counselling is generally free of charge; if the young
entrepreneur requires special materials, .g. trend analyses, he/
she has to pay the cost price.

The oid entrepreneurs have to be able to undertake personal
needs analyses, to understand business development proces-
ses, to use the relevant environment, to use existing materials
and guides, and to produce own material, to name just afew. The
pilots’ qualifications are subjectively evaluated by the manage-
ment of the initiative, on the basis of interviews on the applicants’
careers.

The counsalling iakes place either at the initiative’s offices or at
the client's place, and for as long a period as the subject matter
requires. The pilots are available beyond the initial phase of start-
ups.

The programme is promoted by brochures available at banks, by
monthly advertisements in the Chambers'’ news letters, as well as
by occasional fairs in Cologne.

Notes
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The success of the initiative is evaluated by the number of
participating retired entrepreneurs, the satisfaction of all partici-
pants, and, last but not laast, the rate of insolvency of the partici-

pating enterprises.

The initiative - its annual budget amounts to appr. 1.000.000 DM
and the number of participants to about 400 - is funded by the
Retail Trade Association, the Guild of Gastronomy, the Junior
Circle of Craftsmen, the Cologne People's Bank of 1867, the
Association of Craftsmen, the City’s Office for Economic Support,
the Municipal Savings Bank, the Tax Advisors’ Association, and
the Business Juniors.

Contact: Untemehmensstart Kéin e.V.
Manager R. Hekker
Schaafanstr. 25
5000 Kéin 1
Tel 0221-213491

Notes
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ireland

Technology Entreprensurship Programme

Apart from the major role played in this area by the Training and
Employment Authority's (FAS) Start Your Own Business pro-
grammes, a major programme Is run by the innovation Centre in
Limerick.

The Centre runs two major programmes, the European Techno-
logy Entreprensurship programme and the High Technology
Entreprensurship programme.

These courses run over long periods - six to twelve months - on
a part-timo basis and are aimed at high achievers, currently

working for major companies.

They are designed to tap the latent talent for entreprenaurship
allied to technical know-how residing in such companies, to
encourage the formation of indigenous companies capable of
significant employment potential.

By their nature, it is difficult to evaluate the success of such
programmes in the short term, but the indications are thatthey are
achigving their objectives with notable successes in areas which
include visual inspaction systems, computer-aided manufactunng
and medical diagnestic kits.

Contact: Tom Carrol
The Innovation Centre
Enterprise House
Plessey Technological Park
Limerick
Tel. 353 1 6148177

Notes
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italy

Start-Up Courses

Start-up coursss in italy were begun in 1984 under the umbrella
of FORMAPER. This organisation was, at the time, the training
saction (it is now an autonomous agency) of Milan Chamber of
Commercs. it was the Milan Chamber that introduced this type of
training into italy. Start-up courses are monthly and are open to
any participant who has a business idea, at whatever stage, and
who can pay a orice of $170. The course is developed over two
weeks giving a total of 30 hours concentrated in evening ses-
sions. its major content includes:

- The validation of the business idea by a variety of tests.

- Development of business plan.

- The problems that might arise during the firms growth over the
first three years and associated financial neads.

- Acquaintance with the incentive. 5 available to new firms.

There are about 100 participants yearly. The course is subsidised
by the Milan Chamber of Commerce. The teachers are mainly
consuitants with long experience of the small business field.

The success of the programme was induced by ASSEFOR, the
National Association of Chambers of Commerce for Training, to
introduce the model into an increasing number of chambers.
There are now 15 chambers all over the country which presently
organise Start-up courses in accordance with the broad outline of
this programme.

Contact: FORMAPER
Milan Chamber of Commerce
Via Brisa §
20123 Milano
Tel. 85-15-54-22

Notes
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Netherlands

Start Your Own Business

The course is aimed at persons with concrete plans to start an
enterprise. The object of the course is to give potential starters as
good a start as possible. After the course, the participants should
have a solid businaess plan, but the course is also successful if
participants find out that they don't have the capabilities to run a
business.

The course covers all subjects necessary o run a businass, such
as building a commercial plan and a financial plan, personnei ma-
nagement, selling practice and administration.

In the course for ethnic minorities, CIMK strongly cooperates with
all kinds of local and regional consultancy agencies concemed
with ethnic minority starters. Those agencies do the marksting for
the course. The local or regional agency screens the potential
starter.

The duration of the course is 12 days (on Saturdays). In each
block of two or three days a subject is discussed. The last day of
a block often consists of working out the leamt subject. The
course for Dutch participants is six Saturdays.

The teaching material is especially developed for those with
problems in reading Dutch. The course is not free: the participants
have to pay f400. At the local labour office they can apply for
subsidiss (up to 75%) for training,

The course for dutch potential starters is organized in a somew-
hat different way. The recruitment of participants is done by the
Chambers of Commerce and the Regional Institutes for SME's
(RIMK), and these organizations do the marketing for this course.
There is no screening of the participants: they just have to pay
the f 400.

The course for ethnic minorities is organizad 12 times a year. The
Netherlands are divided in 6 regions and in each of the regions the
course is organized twice. For the Dutch starters the course is
organized about 40 times a year throughout the country. In each
course there are about 13 participants.

Contact: Coordinating Institute for Smail and Medium-sized
Business (CIMK)
Postous 112
1110 AC Diemen
Tel. 020-901071

Notes
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Portugal

Jeep - High Potential Young Entrepreneurs Programme

This programms, run since 1985, is aimed at young graduates or
young people with high school education, without a urivarsity de-
gree, but with some experience. The age limit is 35. Selection of
participants is very rigorous, using curricula analysis, interviews
and psycho-tests in order to choose participants with a high
entreprensurship potential. This is a long process, taking 4
months. The main purpose is to give participants selected basic
knowledge of management, capacity to deal with the problems of
a start-up and of developing a business. Each edition of the
programme takes 2 years and 5 months: four months selection,
ons month course and two years consulting. The course is
focused on strategy and marketing, finance and opportunities
and sources of information. Lecturers have pedagogic, manage-
ment and consulting experience and use manuals on different
matters and audiovisual suppornt. “Men of success” are usually
invited to give lectures to participants. Participants come from all
over the country, but the location of the course and consulting is

Oporto.

One of the interesting features of this programme is the possibility
given to participants after the course to be followed and sup-
ported by consultants during two years. The marketing of the pro-
gramme, made through the press, attracis numerous candidates,
allowing an easlier selection, as can be seen in the following table:

1885 - 400 candidates - 19 effective participants
1986 - 250 candidates - 21 effective participants
1987 - Evaluation of previous years

1988 - 250 candidates - 20 effective participants

As a major result of this programme, 18 new enterprises have
been created up to now. A fow others are emerging. This pro-
gramme is funded by its promoters: Banco Portugués do Atlanti-
co; Fundagao Luso-Americana para o Desenvolvimento (Portu-
guese-American Foundation for Development) and Associagao
Industrial Portuense (Oporto Industrial Association).

Contact: CONSELHO - Gestao e Investimentos S.A.
Rua Euténio de Castro, 352-2°
P - 4100 Porto
Telephone: 64013
Telefax: 693731

Guide No. 3 Annex 2 - 10 -



Spain

Support Services for Business Creation - SACE

This is a programme developed by the National Institute of
Employment (INEM) of Barcalona. it is aimed at any person who
may wish to start a business. The core part of the programme is
composed of an interactive video which facilitates the user ‘o
explore, according to his/her own objectives, the various factors
which ought to be considered in the creation of the business. This
will draw attention to the study of the market, management
competency, estimating capacity, financing, lagal issues and so
on. In addition to the video, there is a documentation facility and
a team of professionals in support to provide the user with
whatever information is required. This programme is available as
part of vocational training which is the responsibility of INEM. The
volume of people who are going through each office of SACE is
rising and, after the first year of experience, this programme is
being extanded to other zones of the country with great success.
The last two years has seen an 88% success fate of companies
being set up and only 12% failure. The programme is essentially
one of counselling and advice, with some training, and varies in
length, depending upon the nature of the business proposals. It
is currently dealing with over 1500 persons a year.

Contact: INEM de Barcelona
Via Layetana 16,6°
08003 Barcelona
Span

Notes
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United Kingdom

The Business Enterprise Programme

The Business Enterprise Programms (BEP) is designed to have
wide appeal to anyone starting a business. Those who are eligible
for this free programme, fundad by the UK Training Agency, must
have a busingss idea and be deemed to have the ability to convert
it into a business. Many of the businesses in the programme will
also be benificiaries under the UK Enterprise Allowance Scheme,
a programme which provides an allowance over a period of one
year to give support in getting the business off the ground,
provided that the businass person can also put up £1000 from his/
her own or other sources. The majority of those interested in par-
ticipating have modest service sector business ideas. Only a
small proportion are manufacturing ideas with potential. The pro-
grammg is geared in a series of modules so that participants can
in the first instance explore their business kiea and look at the
market. They can then identify the resources needed and how
they might manage the business. And finally they produce the
business plan. Time is allowed for counselling bstween the
modules to ensure that the project develops alongside the training.

The overal! training period will usually last no more than eight
days, but may be spread out over a considerable period to allow
interim counselling. The programmse is run by a wide variety of
organisations including the education sector, consultants, spe-
cialist training companies, Chambers of Commerce and enter-
prise agencies. Thereis no spacial training forthose who teachon
the programme, aithough a great many have received some form
of appropriate training in the past from special courses run by the
Training Agency. The programme is marketed by advertissments
through a variety of channels, including Enterprise Agencies and
Chambers of Commerce. It is funded entirely by the Training
Servicas agency. Altogether several hundred places are avail-
able each year throughout the country. And an estimated 40% of
those on the programme start a business. There are detailed
guidelines for the course available from the Training Agency.

Contact: Employment Training Division
Training Agency
Moorfoot
Sheffield S1 4PQ
Tel. 0742 753275

Notes
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Luxembourg

The Tralning of Small Owners In the Grand Duchy of
Luxembourg

In the Grand Duchy of Luxembourg, the law of 28 December 1988
regulates access to the occupations of craftsman, tradesman and
industrialist and a number of liberal professions, and thereby
imposes conditions for vocational training leading to self-em-
ployed activity in occupations in, among others, the craft and
commercial sectors, the most important branches of the SME
sector.

Training of Business Owners in the Craft Sector

Under the Law of 28 December 1988, the practice of craft
occupations is subject to the possession of the “brevet de maitrise”
(master certificate) or equivalent supporting documents.

The Law of 2 July 1935 regulating the conditions leading to the
acgisition of the master title and certificate in the trades, estab-
lished the master certificate as evidence of qualification and a
precondition for the training of apprentices in the craft trade.

Since the establishment of the system of part examinations
staggered over three years, the courses preparing for the master
certificate examination include business management and occu-
pational theory courses in particular, organized by the Centre for
Promotion and Research of the Chamber of Trade.

Training of Business Owners in the Field of Commerce

By virtue of the provisions of the law of 28 December 1988, the
“cortificat d'aptitude technique et professionelle” (certificate of
technical and vocational aptitude, CATP) in a given commercial
field, is evidence of vocational qualification in the commercial
sector. In the absence of a CATP or an equivalent recognized
diploma, the candidate must provide evidence of at least three
years ci on-the-job experience in the branch of activity for which
the authorization of the start-up is requested. In the light of the
necassity to reinforce the knowledge of business management
among start-up candidates in the comercial field who do not hold
a CATP or an equivalent dipioma, the competent chamber, in this
case, the chamber of commerce of the grand Duchy of Luxem-
bourg, has established vocational training crash courses for
business owners who shall be the tradesmen, transport entrepre-
neurs and drinking establishment operators of the future. These
courses are concluded by a grading examination, a pass in which

Notes
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grants exemption from the period of work experience stipulated
by the law of 28 December 1988.

Contacts: Chambre des mstiers
41, rue Glesener
L-1631 Luxembourg
Tel.: 40 00 221

Chambre de commerce
7, rue Alcide de Gasperi
L-1615 Luxembourg
Tel.:.53 58 53

Notes
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CEDEFOP Document
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This Guide is one of a series aimed at covering various aspects
of trainer and organiser competency for support of small business
initiation and development. The series includes:

- A Guide to the general competence required of Trainers and
Organ’sers of small business programmes.

- A Gude to Trainer competency for stimulating Pre-start-ups.

- A Guide to Trainer competency for stimulating Start-ups.

- A Guide to Trainer competency for assisting small businesses
(having under 50 employees).

- A Guide to Trainer competency for assisting small businesses
to cope with the Single European Market of 1992,

A short Introductory Booklet is available, setting out the overall
objectives of the Guides and how they might be used. In addition,
a brief bibliography of Enterprise training material available in
various community countries is provided.
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Preface

SMEs are a very important element of the European economic
and social area which is in the course of construction, and would
be better equippedto perform their role if they were todemonstrate
both solidity and flexibility. in order to do so, they must be
managed In the best possible manner. The improvement of the
qualifications of owners and managers ofthese enterprises isthus,
amajor challenge. The Member States cannot ignore this fact, and
the Community Action Programme in favour of SMES takes this
into account in its general orientation.

The improvement of the operational abllities of small and medium
enterprises in the Community, allowing them to seize the oppor-
tunities available as a consequence of the Single Market, Is the
objective assigned to the Commission of the European Communi-
ties.

Recent initiativas for the “Preparation of small and medium enter-
prises for the Europe of 1592" (1) are evidsnce of the crucial role
of the training of owners and managers &s seen from this perspec-
tive.

The overall objective of this series of Guides is to help improve the
supply of training for small businesses in the EEC. We recognise
that presently, this supply falls somewhat short of needs and
perhaps even falls to meet effective demand. The challengeto the
supply side therefore, is {o convent needs into demands and to
meet these effectively and efficiently. This is critical if SME's are to
be encouraged and supportad to take full advantage of the Single
European Market by 1992.

We recognise that throughout the community there is already an
extensive supply offer and there are numerous manuals and
guides for those wishing to start small businesses or develop
them. We also recognise that the term small business embraces
many millions of companies of different types, with very different
learning needs. We have not therefore ati-mpted to produce yet
another manual for we: do not believe that this would contribute to
closing the gap.

These Guides are based upon the belief that the key to closing the
gap is the development of a professional cadre of trainers and
organisers throughout Europe oparating to recognise standards ot
competency. They should have all the entrepreneurial skills requi-
red to reach the owner-manager and his staff with their services.
And they should be able to practise all they preach in terms of en-
suring that the training product is carefully geared to the needs of
specific groups of consumers.

1) Proparation of small and medium -sized enterprises for the Europe of 1992 -
*Experimental training schemes ™ SEC (88)1860
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We hope the trainers and organisers will use the Guides for self
and peer assessment and development, and indsed, that this
manual may emerge as a basis for a training programme for the
development of the competencies of trainers and organisers of
small business throughout the Community.

This guide, coming at this opportune moment, will serve to
complement the efforts of DG 23. it will no doubt be a valuable
instrument for all those whose purpose Is to make our European
enterprises more aware of the importance of the quality cf their
human resources as a means of achieving greater competitiveness.

Alan Mayhew

Director

Commission of the EC. DG 23
Brussels

Eugene Muller
Member of the Management Board of CEDEFOP
Luxembourg

Corrado Politi

Deputy Director of CEDEFOP
Berlin
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Notes

Objectives

The Small Business Is dafined here as:

"The existing small business, having under fifty employees,
which may be concerned with survival, maintenance or
growth”

This is the most difficult sector of the small business population to
reach with training. There are many millions of such businesses
across Europe, including a very large number of the seif employed
and others empiloying but a few workers. it is extremely difficult to
produce generalisations as to effective training approaches. Most
of what can be generalised has been discussed in Guide 1. Forthe
vast mgority of these businesses, aside perhaps from those
involved In professional, sclentific and technical services, it is
important to recali that:

- most businesses have little time to spend reading training
manuals or guides

- they have little time to attend training courses

- they have little time to implement actions resuiting from training

- they are highly diversified in terms of: ability; experience; edu-
cation; ambition; commitment and motivation; age; technical
skills; financial resources and personal objectives

- @ach owner will be running his/her own businesses at a level
appropriate to their own learning ability, motivation and com-
mitment. Any new leamning will start from where they are.

-if training is to be treated in a business-like manner then it
should be recognised that, in the case of the micro-firm, it is a

highly differentiated market which demands flexible, differen-
tiated approaches at the local level.

The Trainer will, therefore, require all the basic competencies
identified in Exhibit 1.1 in Guide 1

Guide No. 4 1.
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Overall additional competencies for
successful training

in addition to the general competencles describad in Guide 1, a
number of additional competencies can be developed relating to
the survival, maintenance and growth of the business. These are
set out in Exhibit 4.1

EXHIBIT 4.1

Framework for Additional Competencies for Small
Business Training

Abllity to meet

basic personal }|; Ability to devel- |
owner skill op the basic i
needs essences Of |
entreprengur- j

Ability to seg- R ship |

-J ment the mar- |
ket for the sur-
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growers N
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Overall trainer competency check for assisting

Notes

Guide No. &

small businesses
High Low
1 2 3 4
. Ability to mest basic personal owner skill
Abity oooo
. Ability to develop the basic essences of
entreprensurship D D D D
. Ability to segment the market for the |
survivors, maintainers and growers D j D D
. Ability to plan for survival D D D D
. Ability to help small businesses maintain
e Oooo
. Ability to maintain marketing capabillity D D D D
. Ability to maintain operations management |
of the business D :] D D
. Ability to maintain adequate financial and |
management control D :] D D
. Ability to assist growth businesses D D D D



1. Ability to meet the personal skill
needs of the small business
owner-manager

The trainer needs to have a basic frame of reference for
understanding the owner-manager and what shapes his/her leamning
needs. This is perhaps best achleved by constrasting the changes
in the task structure which occur when a person moves from
employment into seif-employment, and the basic changes in skills
needed that rasuit. Exhibit 4.2 overieaf sets this out.

The newly self-empiloyed person moves, in effect, from a position
ofbasic dependency upon a supsrvisoror manager, to one of basic
dependancy upon customers. it Is interesting to note that most of
the research on small business start-ups in Europe indicates that
itis the feeling of independence that is a major motivational factor
in starting up a business. Yet, in reality, the owner is merely
replacing one set of more certain dependencies for others which
are much more uncertain. Owner-managers therefore, feel that
they are operating with a great deal of freedom but recognise that
they are in positions of uncertainty.

Notes

Guide No. 4 .4-
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EXHIBIT 4.2

Changes In Task Structures
Employed and Self-Employed
Employed Self-employed
Source of next job or task Manager / By selling to
supervisor custcier
Definition of job or task Manager / Self-related to
supervisor customer need
Planning of tasks Manager / Dependent upon
supervisor customer orders
Source of appraisal of work and | Manager / Customer
feedback Supervisor
Certainty of day-to-day tasks Fairly certain Uncertain
Security of empioyment Management/ | Customer orders
dependent upon supervisorin the
first instance
income dependent upon Management / Customer orders
supervisorin the
first instance
Ability to change nature of task | Management/ | Customer
structure, working hours, job supervisor demands
content dictated by
Range of managerial tasks Restricted Wide
undertaken
Linkage of work with home life Low High
Range of probliems to be tackied | Normal (within | Wide (within to-
job definition) tal business)

To this situation the owner must bring the basic skills associated
with the task structure derived from Exhibit 4.2, namely: sslling,
persuasive and negotiation skills, planning and organising; risk-
taking (ability to operate in conditions of uncertainty); problem-
solving; delegation and supervisory skills; and holistic managerial
knowledge and skills, These are the basic targets for the trainer.

Guide No. 4
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Small business trainer competency check 1

Abllity to Meet the Basic Owner Personal Skills & Needs

High Low
1 2 3 &

Ability to provide selling skills training OO0 00

Ability to provide negotiation skills training D D E] D
Ability to provide planning and organising skills
Aoy pl OO0 QO0gd
Ability to train for risk-taking OO0 00
Avility to provide problem-soiving skilis training | ™ ™1 ] [
Ability to teach supervisory skills OO0 0d
Ability to teach holistic management skilis OO 0Og

Notes
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2. Ability to develop the basic
essences of entrepreneurship

The key factors of freedom and uncertainty combine with anumber
of the major characteristics of the owner-managed business to
produce a number of key business ‘essences’ of entrepreneurship,
which considerably influence approaches te training. These
essences are set out in Exhibit 4.3. overleat.

The influence of ownership on the way in which the business is
operatedis oonsiderable, and in tumn, affects a number of other key
factors. Perhaps the most important of these is the attitude to risk
- it is the owner-manager's own mongy that is at risk and is being
spent upon the business. it is also his or her personal assets that
are frequently on the line as collatoral for external financing. This
means that owners will not always base dacisions upon dispas-
sionate analysis of financial foracasts and cash fiows, in the same
way as the employed professional manager. But the concept of
ownership extends beyond financial matters to a much wider
variety of aspects of the business including: ways of organising
the task structure, systems, style of management, etc. itis in this
way that the business becomes the ego. it is important for the
trainer to recognise that the uitimate qualification for an owner-
manager is the STATE AND STATUS OF THE BUSINESS. This
fundamentally affects the motivation to train. He or she is rarely
interested in qualifications per se.

The owner-managser, in theory, has unrestrained control of the
business. He/she is not constrained by job descriptions and by
conventional management demarcations, butis free to interfere at
any level and in any way. This tends to add a considerable
element of informality to the business’s control systems. indeed,
such systems are very frequently based on ‘systems’ invented by
the owner-manager himsslif/herself.

As has been indicated above and developed further below, the
feeling of iIndependence often quoted by owner-managers is the
key factor in their desire to remain with their own business. It s, in
reality, a perceived freedom from the more formal constraints of
employment. In practice, however, there is substantial depend-
ence upon customers, suppliers, workers and many otherpersons
and institutions in the environment. It is necessary to meet the
demands of this diverse environment for the business to survive.
in meeting these demands, perceived ‘independence’ neverthe-
less brings with itwide scope for decision-making and for flexibility.

Notes
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Notes

EXHIBIT 4.3

The Essences of Entreprencurship in the Owner Managed
Small Firm

Ownership
Control Independence
Holistic Incrementality
Management \ /
Market-Linked ————— Busines§ —————— Commitment
Reward Success Over Time
Leaming from Flexibility
Failure
Personal
Strategic and
Environmental
Awarensss

The above three essences of ownership, control and independ-
ence lead on to a number of other factors, marking out the owner-
managed firm. These have particular significance for trainers and
advisers. They Include:

- The direct exposure to personal risk, resuiting from the assets
of the business being seen as personal wealth, naturally leads
to a concem for avoidance of unnecessary risk and the pursuit
of ‘iIncremental’ approaches.

- Holistic management where marksting, production and finance
are integrated together in pursuit of problem-soiving and op-
portunity grasping. Even as the business develops and elements
of functional management creep in, there will be considerable
overiap between the various munagement functions.

- The health of the business (and management performance) is
seen to be more or less directly a function of the satisfaction of
customer needs. Rewards are market led and will visibly go up
and down with market conditions.

- The freedom to experiment and to make misiakes without this
being at all damaging to career as in the conventional em-
ployee managerial situation. There will thus be an atmosphere
of learning from mistakes and through failure.

Guide No. 4 .8-



Notes

- Considerable commitment to particular projects and the busi-
ness over time. The average owner-manager holds the senior
executive position in the business for a considerably greater
number of years than the employed manager inthetopjobina
large company.

- The usual existence of a very small management team working
together in small group conditions. There will, therefore, be a
personal network of relationships underpinning conventional
formal workplace responsibilities. This can have both advantages
and disadvantages.

- The considerable scope, given market constraints, to respond
flexibly to customer demands. The owner-manager's person-
al likes and dislikes which influence the way the firm operates
may, however, be a source of rigidity

- The tying up of the future of the business with the owner's
personal strategic goals and his/her environmental aware-
ness. A great many of the strategic decisions taken will be
influenced by personal objectives and personal contact net-
works (often very informal). Where the owner-manager has a
strong wider strategic environmental awareness, the busingss
will be less ‘exposed’. There may well, however, be a certain
degree of myopia, reflecting limited external contacts and
limited vision.

It is important that the trainer takes into account the significance
of ownership and ego on tihe way in which the business is run and
the manner in which it might be developed. This is likely to limit the
impact of acceptance of ‘text book’ approaches to business
development - for example, where these urge the replacement of
systems and activities that have been personally ‘invented'. Mo-
reover, the personal control of the owner gives enormous potential
for the transfer of leaming into action, in a way that is much more
difficuit to achieve with employes managers.

The independence of the owner will have a major impact upon
decisions as to whether to attend training courses and whether to
put any learning that has been achieved into practice. Personal
attitudes to risk-taking and associated incrementality may mean
that formal approaches to dacision making and investment will
need to be modified. It is perfectly ~ossible, for example, that an
investment may look extremely good ‘on paper’, yet may not be
pursued because, for example, it places too many of the personal
assets of ti> owner at risk. There will be a need to teach
management in an holistic manner. There will be opportunity for
the trainer to build the commitment ¢! the whole company to
training by harnessing the commitment of the owner-manager.

Guide No. 4 .9.-



Training can be tied in with the development of the business over
time - by running programmes that are concarned with ‘doing’ (for
example, entering export markets, new product development,
obtalning of new customers and $0 on). The owner's commitment
to the customer and the market provides major opportunities for
building motivation for isaming: and this can be enhanced by the
owner-manager's willingness to experiment and to leamn from ‘real
action’ projects. importantly, thera wiil be the opportunity to encoura-
ge learning by widening the owner's personal contacts with the environ-
ment in a manner designed 1o incregse his/her strategic awareness of
environmental threats and opportunities.

Notes
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Smali business trainer competency check 2

Ability to Develop the Baslc Essences of

Entrepreneurship
High Low
1 2 3 4
Understanding of the unique essences of
owner-managed firms D D D D
: Understanding of implications of ownership on
V the potential for training D D D D
Understanding of the impact of indepandence | [ ] [[] [} []
on training potential
Ability to build from personal control systems D D D D
Understanding implications of personal risk and
the Incremental approach D D D D
Ability to deal holistically with management
training problems l:, D D D
Abllity to hamess management commitment to
development over time D D D D
Ability to utilise market-led approaches for
et OO0 004
Ability to use ‘learning by failure’ methods D [:] D D
Ability to widen personal strategic and environ- D D D [‘_‘l

Notes

mental awareness of the owner-manager
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3. Ability to segment the market for
survivors, maintainers & growers

There are many milllons of very small owner-managed businesses
throughout the Community. How widely ditferentiated they are
was noted In the Introduction to this series of Guides. The point
has also been made that it a business-like approach is taken to
training. this large group of micro-businesses is not just to be seen
as one small market, but as a whole series of different market
niches.

How the overall market might be broadly segmented has also
bean described in Guide 1. The key characteristics of the market
overall are: that it is highly differentiated; demand s local; custom-
ers may be at very different stages ot development; customers
have very different capability for learning; each customer regards
himselt/herself as unique, and therefore wants ‘appropriate’ pro-
grammes; and value for money will be required, as will ‘hard’
results. To cater for this market requires a flexible and entrepre-
neurial approach.

Overall, however, the SME market of companies under 50 em-
ployees can be usefully classified in three major ways:

- The Survivors:
those who have recently started and are in the first few years
of operation. As yet, they have not got to the basic survival point
of making a profit and a reasonable living for the owner-
manager

- The Maintainere:
those who wish merely to maintain their businesses as a
source of income and employment, but have no major wish to
grow

- The Growers:
those who have aspirations (and some capability) for growth
into larger-sized businesses.

Notes
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Small business competency check 3

Abliity to Segment for Stages of Development

High Low

1 2 3 4

Notes

Knowiedge of variety of methods of tegmen- D [:] D D
tation of needs

Ability to segTient for survivors OO0 4dnO
Ability to segment for maintainers D D D D
Ability to segment for growers D D D D

Guide No. 4
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4. Ability to plan for survival

The Survivors are companies that are still finding theirway on the
market. They all have two major sets of problems:

- those resuiting from inadequacies in pre-planning the start-up
phase of the ousiness

- those resulting from unforeseen problems - for no matter how
good the planning, the real world is never the same as foreseen
in the plan.

Problems relating to lack of pre-planning during start-up may
include:

-those relating to the lack of validity of the original idea

- those relating to inadequacies of production standards, quali-
ty, cost and price

- those relating to financial planning

- those relating to inadequate negotiation of terms with custom-

ers, suppilers, leasars of property, partnership arrangements etc.
- those relating to inadequacy of basic management systems, for

control purposes

- those relating to the environment, dealing with statutory obli-
gations and relationships with the professions, such as banks,
accountants etc.

These problems all relate to the'stages’of the start-up process
referred to in Guide 3 (Exhibit 3.2). The Trainer can thus use the
checklist of start-up tasks and leaming needs In Exhibit 3.4 in
Guide 3 as a problem diagnostic instrument for ‘survivors'.

Problems with the validity of the idea may include:

- Inadequate initial thought given to which needs are being met
by the product or service, and therefore which benefits are
being given to the customer

-problems of acceptability of the product or service to the
customer

-lack of sufficlent customers

-lack of awareness of competition

-inability to sustain the quality of the product or service to an
acceptable standard

-problems relating to protection of intellectual property

-difficulties in entering the market against established com-
petition or ‘closed’ channels.

Guide No. 4 . 14.
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Problems relating to the inadequate planning of the ‘resourcing’
stage may include:

-failure to obtain adeauate utilisation of capital, labour and
other assets

- fallure to achieve planned efficiency standards

- failure to achleve adequate quality control

- too high levels of wastage

- inadequate costing and pricing

- inadequate resource (production) management.

Problems relating to the inadequacy of the business plan and
subsequent negotiation may include:

- inadequacy of cash fiow forecasts

- inadequate provision of overdratft facilities and debt servicing

- over-trading

-inadequate margins

- inadequacy of contracts with customers, suppliers

- fallure to meet sales targets

- problems with legal aspects of the business re property, legal
status, employment etc.

Finally, there will be problems relating to inadequate planning of
on-going business systems including:

- inadequacy of reporting systems

- fallures to report adequately to banks and other lenders

- fallure to take proper account of provision for taxation

- failure to provide for basic production information systems

- failure to comply with statutory and other environmental legal
obligations

- problems with obtaining adequate services from advisers and
professionals.

Almost certainly, many of the problems of those struggling for
survival in the first years of business will relate to inadequate
planning. There will, therefore, be a need for the trainer to take
them through the basic planning stages of business development
as a means for them to recognise where there are problems, and
how these might be overcome.

Guide No. 4 -15-
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Small business trainer competency check 4

Abllity to Plan for Survival

High Low

1 2 3 4

Ability to re-validate the business idea D D D D
Ability to reappraise resource acquisition,
output standards and pricing D D D D

Ability to reappraise business plan overall 0O Qg O ]

Ability to reappraise cash flow forecasts D D D D

Ability to reappraise negotiations with
custt?mars. suppliers and workforce D D D D

Ability to adequately cater for basic systems in
runntlyng the business D D D D

Ability to meet statutory requirements El [:] D D

Avility to adequately use professional services | ™ ] [] ]

The above framework can also be used for exploring how, and
— what changes have occurred since s original planning of the
business, and to identify the unforeseen circumstances which
constitute threats and opportunities to the firm. In effect this
means the reappraisal of the original business pian.

Notes

Guido No. 4 -16-




Notes

5. Ability overall to help small busi-
nesses maintain themselves

The vast majority of micro-businesses probably wish todo no more
than to survive, to allow the owner(s) to make a living, remain
independant and enjoy the particular life style associated with
running one's own business. Large numbers of small businesses
in the ‘micro’ category will be one-person businasses, namely the
self-employed. They will be operating not in manufacturing industry,
but in a wide range of retall, distribution, transport, construction
and other services. If they are to survive they will need as a
minimum, to:

- keep in touch with major changes in the statutory and wider
competitive environment

- maintain their individual personal abllity as leaders and
managers of companies, and adequately devslop their work-
force in this respect

- keep abreast of changes in basic management technigjues,
applying new techniques, as and where appropriate

- maintain their managerial competency in key management
functions particularly marketing, production and finance.

Coping with the environment will necessitate keeping abreast of
changes in: {axation, affecting capital investment, incoms, wealith
and the transfer of assets; industrial relations legislation covering
employment contracts, health and safety remuneration, pen-
sions, rights of workers in respect of dismissal and hiring, and
training; the statutory environment including planning regula-
tions, clean air and materials usage and emission, consumer
protection, product standards and design; company law; inteliec-
tual property rights, research and development; and forms of
financial and other assistance. This allows scope for the trainer to
regularly update firms by information seminars and workshops.

Personal managerial abilities can be developed by a variety of
means, identified in Guide 1 earlier. Such skills as negotiation,
presentation, selling, problem-solving, creativity, ieadership, com-
munication and interpersonal skills, decision-making, personal
time management may all need to be developed. This produces a
wide range of opportunities for short programmes and workshops
which can appeal to all micro-small business owner-managers,
irrespective of the nature of their business.
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In addition to these parsonal abilities, there will be a limited need
to keep up to date with relevant advarices in managerial techniques
and technology, including: the use of micro-procaessors; mecha-
nised accounting systems; word processing; methods of output
moeasurement and standards settings; methods of investment
appraisal and distribution techniques. This provides the Trainer
with the potential for a range of programmes which in this context,
howsver, must be carefully tallored to the specific sector and
capability of the business. One of the major problems that the
owner-managed micro-business has with applying management
techniques and new technology, is its lack of immediate ‘appro-
priataness’ to the nature of his/her own business.

Finally, there willbe a need for the owner-manager to keep abreast
ofthe basic management of his business in key functional areas,
particularly marketing, operations and finance, and ensure thathis
staff are also adequately equippedin this respect. Sultable training
approaches will necessarily be based on helping the owner-
manager solve problems and grasp opportunities.

Small business trainer competency check 5
Abllity Overall to Maintain the Business

High Low

1 2 3 4
Ability to keep abreast of changes in taxation D D D D

| Ability to keep abreast of changes in
% employment law D D D D

Ability to keep abreast of changes in law relating
to product design, research and development [:] D D D
and standards

Abil lari f advi d
ass'lgtat:é:gua y update sources of advice an D D D D

Ability to train for personal managerial skills
development O 0O .

Ability to keep up to date with managerial tech-
niques, computerisation and technology change O 0O O L]

Ability overall to update basic functional
management D D D D
Notes
Guide No. ¢ -18-
Q37T

©

ERIC

Aruitoxt provided by Eic:



Notes

6. Ability to maintain marketing
capability

The framework, within which marketing problems can be addres-
$80, Is shown in Exhibit 4.4. This exhibit emphasises that the key
focus of the business must be on meeting the needs of customers,
rather than producing a product or service. At any given point in
time the business can be ‘profiled’ in terms of its existing position
in the market, its knowledge of the environment, its capability to
soll, its methods of reaching the market (marketing mix) and,
overall, the coherence of its marketing strategy. Common pro-
blems that are likely to arise in respect of each of these areas are
as follows:

- needs

lack of awarenass of changing customer needs or incorrect
analysis of needs, so that products or services are ill-designed
and presented or are out of date. All products and services are
only valid on the market insofar as they meet needs. These
needs are constantly changing. Thus, even the local store has
to consistently monitor and change its stock range to cope with
the changing demands of cusiomers. it may have to change the
method of presentation and other needs that are not being met,
for example, the hours of opening.

- products
there will be & need to monitor the business carefully, in terms
of changing product or service profit contribution over time. It
is basically necessary to note what is going up, what Is going
down and why,and to look for new products or productimprove-
ments in response to changes in the environment aid customer
feedback.

-customers

there will be a need to become consistently aware of what
makes a good customer and which of the customers are
themselves healthy and iikely to grow in their demand for the
businesses’ goods and services. Thus, it will be necessary to
monitor the health of customers, to note changes in customer
numbers and purchasing habits, to note those customers who
are repeat customers and to consistently attract new custom-
ers. Overall, it will be necessary to ensure that there is not too
great a dependency upon any single customer.

-area
it is frequently the case that small businesses do not system-
atically exploit the potential of each geographical area to which
they sell, but, in fact, respond randomly to sales enquiries.
Oroblems arise therefore, in having excess distribution costs
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relating to the limited exploitation of particular areas which the
company Is servicing. Usually, further sales opportunities can
be found by clearly identifying the existing sales area base of
the company and pursuing a policy of systematically filling
out'’.

-channeis
it may well be that the business operates not directly with the
customer butpartly, or wholly, through intermediary distributive
channgls. It needs, theretore, to carefully monitor the health of
its distributors, to note its dependency upon them, and to be at
the same time aware of what the ultimate customer is feeling
and doing.

- competition
it will not only be important to monitor competitive activity but
also to leam from it. This means keeping up to date with
numbers of competitors, their heaith, their product and service
portfolio and their strengths and- veaknesses. Lack of knowled-
ge of competitors and an inabilit, to leam from their exampleis
the main problem for many small businesses.

- snvironmental scanning
this means keeping abreast of new technology and new
products, market and customer developments. For the small
business this frequently means reading the relevant trade
press, regularly attending exhibitions to kesp In touch with
customers and new technology and absorbing new technolocy,
via suppliers of machinery and equipment.

- managing selling
which means ensuring not only that either directly, or indirectly
(through agents), the company image and products are pro-
jected to customers and potential customers, but aiso that the
owner, agents and salesmen are motivated adequately and
equipped to sell the ‘benefits’ of the company service. There
will also be a need to ensure that there is adequate feedback
from sales persons and agents about competitors, changing
customer needs, and reaction to company products and services.

- reaching the custoimer

(marketing mix) - this includes adequate provision for ensuring
that with advertising, public relations, packaging, promotions,
design, market research, pricing, distribution, credit, promotional
literature, letterheads and logo, and personal presentation,
there is full support for key business products and services.
Thesa should coherently emphasise the benefits to the customer
and the needs that are met.

Notes
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- marketing strategy
overall, the need to ensure that the above framework, as in
Exhibit4.3, is coherently brought together and dynamically kept
alive as customerneeds change, so thatthe company develops
in a coherent fashion.

Marketing problems that arise in the small business will all occur
within the framework described above. The Trainer can help the
owner-manager understand the framework and improve his/her
ability to monitor the marketing strengths and weaknesses of the
business and thereby, anticipats problems and grasp opportuni-
ties. This mightbe done by a series of specific workshops focused
on each of the above aspects or by a ‘general overview', aimed at
enabling the owner-manager to understand better the positicn of
his/her own business on the market.

Notes
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EXHIBIT 4.4

Marketing - a Simple Review Framework

Notes

External performance audit Seliing
(Trend - last 3 years)
Who doos the selling?
Sales and profit How woll organised and briofed to sell |
Saies and profit by product (group) the benefits (USP) and project the |
Salas and profit by customer How effoctive is the feedback (on |
- 80/20 raio? customers, compstitors, envionment. |
- Powntial/mpeat? Conversion rates from sales efforts
Customer needs :i
ey customer noads i
How those ae b
Which needs the finm focusas upon |
{Unique Selling Proposition)
compared with competitors ;
PRI VEIMAR AN DOANPIRN SRR R,

Environment awaroness
audit

Kay Competitors - strengths and
weaknosses

Koy market changes - tonds

How monitors change

{0.g. Assoclations, Exhibitions,
Magazines, Market Rassarch oic.)

e BB 93

RN ) NEPRANNGY AVF 3T PR

Marketing Mix

Pricing policy
How reachas the customer
-distribution
- promotion
- service, aftor sales
- advertising
-PR
-branding
- pointof sale
- packaging
- gracit
- dasign

Strategy

R RA TR IR R RRR IR R
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Small business trainer competency check 6
Ablility to Maintain Marketing Capabillity

High Low

1 2 3 4
Abllity to undertake customer needs analysis D D D D

<EETXXI

Ability to analyse existing product/service
arfommance 0 OO0 00

Ability to evaluate existing and new customer
performance and potential D D D D

Ability to undertake sales/product/ service
ot se area D D D D

Ability to review capability, performance and po-
tential of distribution channs!s D D D D

Ability to analyse compatition OO0 00

Ability to undertake environmental scanning D D E] D

Ability to monitor effectively sales person and

sales agent performance and to obtain feed- { [ ] [] [] []
back

Ability to design iat f hi
me:{arket gn appropriate ways of reaching D D D D

Ability to develop overall strategic market pian OO0 00

Notes
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Notes

7. Ability to maintain operations
management

Operations problems will relate to the four key areas identified in
Exhibit 4.5. A business will be operating efficiently and effectively
it it is: maximising utilisation of labour, capital, land and premises;
achieving maximum through-put rates in relation to the applica-
tion of these resources; minimising wastage of materials and
components; and ensuring maximum adherence to quality stand-
ards. The small firm is liksly to face a wide range of problems in
operations management, whether itbe operating in aretall, service
or manutacturing business. Such problems will include for exam-
ple: Inadequate supervision/ management; supply failures; exces-
sive down-time because of breakdowns of machinery or vehicles
or labour absenteeism; Inadequate labour fisxibility or skills;
remuneration and rewards systems; layout; distribution; output
and delivery planning; process flexibility; health, safety, hygiens
and other working conditions; and inventory management and
movement. All of these problems occur from time to time in all
types of business. They are important insofar as they leadto lower
utilisation, efficiency, and quality or increase wastage. All opera-
tions problems will impact upon these four key control factors.

Any business will therefore need to set up elementary measures
of these factors, for example, as follows:

- Utilisation
measured as the number of productive labour hours as a ratio
of the total hours available. Alternatively measured as a ratio
of machine hours worked, compared with the total available: or
alternatively as a measure of spacs utilised, compared with the
total space available.

- Efficlency
measured as: the number of units produced/soid per given
time period during the productive working of machinery or
labour; tumover or profit contribution per square metre in
respect of retail premises; or performance against time stand-
ards for machines or labour when the ‘product’ itself can not be
simply measured.

- Wastage
measured as the ratio of material bought in, to that sold to the
customer. For example, in retalling this would be the ratio of
total goods bought to those sold (ameasure, in tact, of ‘leakage’
through theft, deterioration, efc.).

- Quality
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measured by the number of rajects on the production line (in
manufacturing); the number of customer compiaints; or, in the
case of service businesses, the amount of re-work that needs
to be done free of charge, as a proportion of the total sales.

The framework in Exhibit 4.5 can apply equally to manufacturing,
retall orservice sector. inretailing, for example, utilisationmay well
be measured in tarms of sales per square foot or per assistant,
wastage by the ratio of stock bought to stock retailed and quality
by the numbar of customer complalnts or products retumed.
Simitarly, in a service business, for example motor vehicle repair,
utilisation may be measured by the number of hours of labour
actually spent on the job as a ratio to hours worked; efficiency by
the number of productive hours sold out as a ratio of those worked,
wastage by the ratio of materials bought to those sold; and quality
by the amount of re-work and customer complaints.

Thetrainer can use this framework as a means of encouraging the
owner-manager to set standards for utilisation, efficiency, wastage
and quality, and as a lead Into solving many of the problems of
layout, supervision and so on mentioned above.

Notes
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EXHIBIT 4.5

Operations Management and Control

A Shinple Review Framework

UTILISATION

of: Labour
Machinery
Space

THROUGHPUT

Efficiency of: Labour
Machinery

0. . T 90,108 I3 o B IP A PN S

Measured by:

Number of productive hours J;
as ratio of total hours avail-
able. Ratio of space used to

total

Measured by:

ooy 4= oy ! i N £ 88 A R P b B P

3
3
i
t

Number of units produced/
soid or number of jobs or time

taken in relation to estimated |
time, or (in retail) sales per |
employee Or per square me-

ey

YIELD / WASTAGE

from: Materials
Stock

Notes

QUALITY

of: Raw materials
Finished production /
Service

Msasured by:

Ratio of materials bought/ }
consumed to materials sold §
or ratio of scrap collected to
materials input. In retailing it §
measures leakage.

?
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Ratio of rejects to inputs or
outputs, of rework to total, or
customer complaints
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Notes

Small business trainer competency check 7

Abllity to Maintain Operations Management of the

Business

High Low

1 2 3 4

Ability overall to undertake operations problem- [:] ] E] []
solving -

Abiiity to deveiop means of ensuring maximum

utilisation of iabour, machinery an ' space D D D D
Ability to develop means of ensuring maximum

output efficiency or individualigroup service D D D D
performance

Ability to develop means of setting and control-

ling quality standards D D D D
Ability to develop means of minimising wastage

and leakage D D D D
Ability to develop adequate and appropriate D D D D

measuring systems for the above

Guide No 4
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Notes

8. Ability to maintain adequate finan-
cial and management control

The financial problems and opportunities of smail micro-busines-
sas can be explored within the framework set out in Exhibit 4.6.
This makes a distinction between: the management control and
the financial control of the business at three levels:

-that relating to any regular annual reports and accounts
prepared for tax and presentation purposes - therefore of an
historical nature.

- the ongoling (day to day) monitoring of the business

- the systems upon which such ongoing monitoring is based

From the operating viewpoint, the critical area is the middle
saction, namely, that of day to day monitoring and control. On the
management contro! side problems may relate to:

- Overall inadequate Information about revenues, profits and
costs of the business.

- Inadequate turnover

- Inadequate profits gross or net

- Labour or other direct costs growing out of line

- Increasing overheads

- Inability to measure individual product or service contribution
and associated net profit

- Inability to measure departmental or sectional costs or con-
tributions

On the financial side problems likely to arise are:

- Weaknesses in the monitoring of cash and assets.

- Chronic shortage of cash overall

- Pressure from the bank in relation to external borrowing
- Debtor or creditor control

- Provision for taxation

- Day to day cash management

- Management of stock and work in progress

- Overall asset management of the business

- Appraising investments in new plant and machinery

The development of appropriate systems and understanding of
the operating financial and management control of the business
is the overall key to maintaining health. The trainer will find
opportunities to bulld short seminars or project-based program-
mes around each of the above topics.
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A problem with many small businesses Is the lack of adequate
basic record and information systems upon which to build man-
agement and financial control systems. Therefore, at the basic
level, programmes may be needed to introduce small businesses
to basic book-keeping systems, cash flow management and fore-
casting systems, basic budget control systems, basic sales and
purchases ledgers, and estimating and cost control procedures.
This provides the opportunity for a variety of programmes.

Notes
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EXHIBIT 4.6

Finance and Control
A Simple Review Framework

Finance control

Balance Sheet}
(Trends) ‘
Return on capital
Company liquidity
Company gearing §
(use of funds) ’
Trends over time in
net worth |

Notes

Liquidity
Managemsent

Cash Fiow

Creditor and debtor |
control :
Bank position - !
Overdraft agresment §
Tax liability
Stocks & WIP }

Book-keeping
Sales and
purchases ledger
VAT and PAYE
reocords

Cash book
invoicing
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Performance

Overall results

Ongoing
management
(Budgets)

information bas:»

244

Management
control

Profit and Loss
(Trends)

Sales

Profit

Stockturn
Added vaiue
Cost structure
Breakeven

Operating
Accounts
(departmental area)
Trends as for ilems
in P & L above
Contribution and
cost structure by
department
Product cost and
contribution

Trends

Cost Control
Wages records
Job/process Re-
cords & Costing
sheets
Estimating book
Stock records
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Notes

Small business trainer competency check 8

Abllity to Maintaln Adequate Financial and Managerial

Coitrol
High Low
1 2 3 4
Ability to interpret published or other accounts
prepared for tax purposes D D D D
Ability to interpret profit and loss accounts D D D D
Ability to undertake balance sheet analysis D D D D
Ability to develop appropriate operating
management control systems D D D D
Ability to develop budgetary control systems D D D D
Ability to undertake cost analysis D D D D
Ability to monitor cash and undertake cash fiow
analysis D D D D
Ability to develop appropriate systems for debt-
or/creditor control D D D D
Ability to monitor work in progress D D D D
Ability to appraise investment in new plant and
mac;yinerypw' v ntin new plant an DDDD
Ability to develop basic book-keeping and ledg-
er systems and cost control/profit estimating D D [:] D

sheets
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Notes

9. Ability to assist small growth
businesses

It is likely that only a small proportion of the total population of
small businesses will have ambitions for growth on anything more
than a modest scale. Growth can be defined in terms of turnover
and profits, but is most correctly defined by an increase in the net
assets of the business over time. Such an increase (barring
acquisitions) is brought about only by selling more to new custom-
ers, or to existing customers, of the same products, new products
or of modified products at a profit. Most micro-businesses grow,
notthrough any major pre-determined sirategy, butby incremental
development of customers and markets.

A framework for the trainer and owner-manager's consideration of
the potential for, and process of, growth is described in Exhibit4.7.
It is broadly divided into:

- An evaluation of the base performance of the business
- An evaluation of the potential of the business to grow
- The plan for growth

The base performance of the business can broadly be evaluated
using the frameworks of marketing, operations and financial/
management control described earlier in respect of maintaining
the business.

An evaluation of the potential for growth focuses upon:

- The availability of resources in the businCss including finance,
labour, capital and machinery, premises and managerial and
supervisory slack.

-The Ideas base of the business, measured in terms of the
number of new product ideas researched and developed and
at an appropriate stage of development.

-The leadership base of the business in terms of style of
leadership, degree of delegation, strength of the management
team, degree of functionalism in the business and personal
capability, ambition and goals of the owner-manager.

- The control base of the business - how well it is monitored.
- The experience base of the owner-manager and his team in
terms of: range of marketing experience outside of local areas;

experience of product diversification, experience of research
and development; experience of raising finance, experience of
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Notes

moving locations, and exparience of ditferent production and
process technologies.

ithas been argued earlier, that mostplanning in the small business
will focus around specific projects, for example new product or
market development. Such a plan will have as iis key components:

- A clear statement of a proposed new product or market venture,
including the needs that are being met, customers, evidence of
customer acceptability, size of market and ability to enter the
market.

- A statement of the existing ability and background of the
management team and company performance to date.

- The resources required for the new venture including the
estimated scale of production and indications of where, how
and from whom the resources are to be acquired.

- The way in which the market is to be entered, the sales plan
and the marketing mix to support it.

and finally

- The financlal forecast, setting out clearly sales and profit
forecasts along with cash tlows.

The framework described above provides the basis tor training in-
tervention in support of growth. Overall, it can be used to aliow the
would-be growth business to explore its present position, its
potential and its plan for growth, and to identify areas for training
support. For example, there may betraining needsinrespect of the
abllity ofthe business {0 achieve satisfactory basic performance in
the marketing, operations andfinancial areas. There willbe a need
to explore the ability of the manager(s) to develop and utilise the
potential of the business to grow by improving its control systems,
identitying its resource requirements, developing new ideas,
daveloping its leadership and management team and building
upon its existing experience, while making up for its lack of
experience in other areas by new leaming. Finally the production
of a business plan can be supported t'y the trainer for use, both by
the business itself, and In its dealings with the relevant environ-
ment, such as banks, government depariments, customers, sup-
pliers etc.
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EXHIBIT 4.7

Notes

The Small Growth Business
The Three Stages of Appraisal
THE PERFORMANCE
How good is the company'’s current performance?
A | Inthe Market? In Production? in overall financial
and profit terms?
TPy
THE POTENTIAL

How strong is the company’s base potential for growth?

B
THE PROJECT PLAN
How sound is the specific growth project plan?
C | The The Scale &| The Ability | The

Objectives | Market? |Resource |and Financial

Requirement, Commitment | Projection?
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Small business trainer competency check 9

Abllity to Assist Small Growth Businesses

Notes

High Low
1 2 3 4

Ability to understand
basic framework for growth D D D D
Ability to undertake basic performance review
and training in marketing, operations and BEE OO
financial/management control
Ability to undertake reviews of
resource/potential D D D D
Abliity to undentake review of
leadership potential D D D D
Ability to undertake review of
ideas potential D D D D
Ability to undertake review of
control potential D D D D
Ability to undertake review of
expsrience potential D D D D
Ability to develop business plan D D D I:]
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C SMALL-BUSINESS : MATRIX TO SMOW DE TALS OF PROGRAMME S/ACTIVITIES IN EEC MEMBER STATES

Country Programme Name Tarpal Group Sponsor Nan Special National  Lengm Duration Full or Pant-
Deltveter Tiainee o Time
Neecs Reglonai
Beigium
{ Progamme for  Craftservice & Limtawg Business Lecturers hom  Knowladpe & National Patifiéx3bn 12 monthe Pan-tne
(Open)  sducanon & sub> sectors of School of Econ  the LBSE, sxparience of Pan2:i4x3hn
gridance of SOAVON, retail G verais 0o pracitionads i individua! Pa1y4xddn
st b businssses 8: wque Hassalt the figid businssses
smad businesase
2 insttute for Ciall, sarvice & Rogionsl Govt.  Vocational Practlionsrs m Nstional  a) Agprentce A Mygurs ) Pattire
Permanent Traln- subsecky of of the Farniah  Centres teachers ships:
ing & Education  sarvion, retal & e French S days per wesh D) pavt diere
businass spaaking
communiive b) Enirsprener- ) J yaans
ship education
3 Seminan, Micro-businessss  Professiona! Pracitionsrs, Knowledge of Nasional 128 e per yr
Open)  ladlisee, work organisations,  Chambers, indviduat
shops guitance, banks, privale  educational business armas Vatins Varies Panttirm
consutancy Dusnessne, seciy
Chambevs of
Commerce
Danmark
1 £ xport Manager  Crafts, small Danish Federst. Consulants :n Naltional 2060 cays 6 12 mordhe
for rent businessse onol Crafis 8 held
Smal Industries
2, The Start up Tachnology based Minstry of The Two Technol- - National : posyn
{Open)  Schems firme Industry ogy instiutes
3 Campaign AN Mintatry of - Nationad 34 hours Part-time
{Open)  Acinties for Industry
Entrapraneurs
4 The Entregprenaur  Craft servike, Tha County of . . Locat Valiee . Both

{Dpen}  Growp inthe rutai, sthne Aarhue
County of Aarhus  menorities
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Country Prograrmme Name Tarpet Growp Sponsor Main Special Natonal  Langth
Detverss Trainer o
Noecs Regional
France
Owner-Manager  Owner-Managens - Business Schools Prolessionas National 25 days
Programme in industriai {ranaged by Trainems
and innovalive Charrber of
S80S S8 Cormmerns)
Groecs
i PAVE Smal busiegs ELKEPA Depends on Regional
antrapreneurs propramme
2. Training of Gracustes h EOMMEX EQMMEX otaf? § Regiona!
st for ot business & eng. oxpavi in the
2-0pe phss others L
raland
1 Business Deweiop- Regional or Ieish Management i St Regional 30 days
Mot PragrayTme national kst  nalute pius
business private aponsors
2 Export Deveiop-  Regions! or IML phe LML Sy Regiona! 20 cays
ment Programyme  nanonal Mkl pEVENS 1DONSONS
business
Kaly
1. COSVIM SME Dwnens SDA Bocoini Nationad
Universty
2 Advanced corse Stantes of mic:  CONFINDUSTRIA ISTUD National 12 weeks
o new o-DUBinoease
SRLrapanBWs
3. Coursae for SME Ownars of sxisl-  Pubic funde ASSEFOR National
owners ing SME's
4 Coursee for Owners of sxiet-  Private ECIPA National
owners of rafl  ing craht firme
firme
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MD.'s of now
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Country Programme Name Target Group Sporeor Main Special National  Length Duration Fulor Part- Numbers of Vokeme of Degree Materiale
Deitverar Traknes or Time Programyes  Persone Per  of Avaiable
Noets Reglonai Per Annum Aanum innovstion
8 Courses for new  New andt axisting  Pubiic funds FORMEZ Regiona! -
§ enisling SME  SME cuners i
onnen in Southern Ray
Southern Raly
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f. Courses for £ ntrapreneurs Sell-financing Co-ordinating Experisnced it National 28ays oré 2oréwesis - 38 5680 . Yes
snirprensurs nesitute for okt ovenings
SMEs
2 Adskional Contributing Wormen Counssl Woman Counssl Experisnced it National | day - Ful-time 610 150
schooling for whes NCOV NCOV fiold
contriuting
wives
3 “Emtarprising Wamen Women Counsal SME Spaciaists Regional B days § monthe Parttime 1 25 - New rr.ase-
Women® onireprenaus NCOV risle being
developed
4 Entraprensurship  Saoceashul Sal-tinancing Regio Baak Frtrepreneus & Ragional 12 days € monthe Par.tms [ 120 - Matoriais
NCeRraneLrs speciaiists being
5 Coursas for Employsss in Ministy of Foundation for  Paople weh Neional  Variss - Past-time Various .
{Open) entepraneuwial  ndustry who Economic Aflains, branch-specific  sxpertiss in the
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Belgium

Project Manager for Small Business

This is a business programme for those who are unemployed or
those facing unemployment. (The course can aiso be used for
Pre-start-up training for the unemployed.) itis available to both the
French speaking and Flemish speaking community. it is operated
through the vocational education centres throughout the country.
Ths aim Is to combine training with placement of the unemployed
in small businesses to manage projects or solve problems as a
‘orm of action leaming. it is hoped that, by this means, the
unemployed will find a job due to contacts with small businesses
during the programme. The programme is open to any unem-
ployed person: there are no age restrictions and no previous
working experience required.

The programme consists of four wesks of theory, then ten weeks
4uring which four days of eact week are spent in the small
business and one Jay In the vocational centre, and finally an
overall five to six months of field work.

L ]

The programme is sponsored by Vocational Educational Centres
and by the Ministry of Employment and is run right across the
country. There are two programmes a year. The evaluations
indicate that over one third of the placements find a job in the small
business where they do their field work, and the remainder find
jobs due to contacts with other small businesses during the
programme.

Contact: National Employment Office
(Office Nationale D'Emploi)
Hoofdbestuur RVA/ONEM
Keizerslaan 7
1000 Brussells
Tel No. 02/513.82.80
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Denmark

Counselling Support Programme*

The Programme aliows for counssliing at subsidised rates for one
year befcre the start of a production orientated company, to three
years after the company has started. The programme is open to
industrial companiss not older than three years. itis sponsored by
the Ministry of Industry and operated through the iwo Technology
institutes in Denmark. it has over 600 clients a year.

The scheme can be interpreted in different ways. For example, it
was used to enable someone to acquire a production company,
selling shoulder pads to the clothing trade. Someone who owned
a small shop was enabled to move into industry, taking over a
Company with a tumover of K300.000 a year. The participant has
to pay only 25% of the Consuitant fees, the remainder being paid
by the Danish Minister of Industry. Consultancles are available on
a wide variety of topics. For example, in the case of the firm
producing shoulder pads, the consultancy focused not only on the
acquisition of the company but on facilitating the export of its
products. in the case of this company, the turnover has risen from
K300.000 in 1984 to over K5.000.000 in 1987.

Contact: Mr Thorkild Bjerremand
Juttland Technological Institute
Teknologiparken
DK S°C
Aarhus
Denmark
Tel. 08 142400

* This schemae is also open to pre-Start-up and Starters.

Notés

Guide No. 4 Annex?2-2-
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France

HEC Entreprensurs

This programme is run at the Hautes Etudes Commerciales
(HEC), a major business school in France with support of the
Chamber of Commerce of Paris. Itis aimed at College Graduates,
or people over 24 without a diploma but with over two years
experience as managerial staff. it is also opan to HEC students in
their third (final) year. The programme is aimed at raising the level
of capability of SMEs and/or their assistants. it covers four terms.
The first term focusses on accounting and finance, with fisidwork
concentrating on both start-up and business take-over. Teams
are supervised by experts. The second term involves a full time
period working as a manager or on a start-up or a real take-over.
The third tenm implies acting as a consultant in management
development with a one week period in a retail store, supple-
mented by various seminars and communication and negotiation
exercises. The final term involves working on some aspect of a
research thesis. Thus, following this programme, it is possible to
obtain an HEC Diploma and a Masters Degree in Entreprensur-
ship (1 year after graduation). The programme is organised by
HEC faculty, complemented by professionals and experts with ex-
perience in SME consulting. it operates in Jouy-en-Josas near
Paris and will be introduced into nine other sites in 1990. The fee
totals Fr.20,000 but Paris Chamber of Commerce and public
funding is available. it covers some forty students at HEC. The
programme is being extended with the help of the International
Foundation of Entrepreneurs.

Contact: Monsieur Robert Papin
HEC - Majeure Entreprensurs
1 Bd. De la Liberation
78310 Jouy en Josas

Also
Fondation Internationale des Entrepreneurs

127 Rue ds la Tour
75116 Paris

Notes
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Germany

Advanced Course innovation Management and
Innovation Workshop by the Technical University Berlin

From all over Germany, “fresh” graduates of economics, technical
and natural sciences, as well as students in theirlast semester are
encouraged to apply for the programme. From the applicants, 30
students are selected on the basis of their educational back-
ground. The course serves as preparation for real business life,
for the development of management abilities, and for improve-
ment of the chances for successfully becoming independent.
Since today's market is characterized by rapid technological deve-
lopment and increased competition, effective innovation manage-
ment has become crucial.

During the summer semester each year since 1987, the university
offers an intensive, 16-week advanced course in innovation
management. Students attend the course full-time. Lectures are
combined with workshops, case studies, and two major practical
projects. In September, during lecture-free time, an additional
three-week innovation workshop takes place, in which students
are organised in two teams with an adequate mix of educational
backgrounds, in order to work on two practical innovation projects
in an interdisciplinary fashion.

The content focus of the advanced course is on innova’on
management in general, new technological deveiopments, organ-
isational development, strategic pla=ning, realisation of specific
innovation projects, project management, marketing, financing
and controliing, technological transfer, creativity, presentation
and moderations, effective communication and leadership, as
well as on the solution of conflicts and crises. Participants apply
their theoretical knowledge practically by performing innovation
management projects and tasks for cooperating enterprises. At
the end of each project, the students’ success is evaluated by a
jury consisting of representatives of the participating firms and :.f
sainers and lecturers.

Materials used are the most modern available. Simulation games
are employed extensively and controlied by experts. Lecturers are
experienced managers, professional consultants, and professors.
The experts come from well-known enterprises - Siemens, Schering,
Daimler Benz, IBM, Arthur D. Little, Boston Consulting Group, and
Deutsche Bank, among others. The experts have to have the
ability to identify needs and customers, to develop appropriate
programmes, to deliver programmes effectively, and to evaluate
and control them,

Guide No. 4 Annox2-4-
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The lectures take place ai the Technical University Berlin. Follow-
up is offered twice a year by continuing education seminars over
saveral weekends. Thers, experts, along with the participants,
develop practical innovation management strategies and con-
cepts which satisfy actual nesds of the participants.

The programme is marketed by advertisements in student-maga-
zines, by notices to universities all over Germany, and by brochu-
res. it is a model-programme financially supported by the Federal
Office for Education and Science, the Berlin Senator for Science,
Research and Development, and several other sponsors. Costs
over three years amount to appr. DM 1,5 mill, . Each participant
is charged a fee of DM 120 for materials, c-se studies, etc.

Contact: Technische Universitat Berlin,
Fachberseich 18, Inst. fur Betriebswirtschaftsiehre,
Modeliversuch Innovationsmanagement,
Prof. Dr. Volker Trommsdorff (Tel.. 030-314-2266),
Fasanenstr.4/Sekr.FA 9,
D-1000 Berlin 12.
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Greece

Programme for Manufacturing Co-operatives

This programme Is run by Eommex, the Helenic organisation of
small and medium-sized industries and handicrafts. It is targeted
upon industrial co-operatives formed by small manutacturers.
These co-operatives supply certain services to their members,
including purchasing and supply of raw materials, joint production
and joint marketing. However, a major obstacle to the develop-
ment of the co-operative concept is the lack of well-trained man-
agers. The programme alms, therefore, to cope with this. The
programme starts with a selection of suitable candidates whose
number does not exceed 20. These are usually graduates of
higher education with some experience of business management
and with the personality and leadership qualities required. The co-
operatives themselves (those who supply managers) are invoived
in the training procedure.

The training programme is provided for a period of sixteen weeks
and takes place both in the classroom and on-the-job.

An interesting innovation is that, apart from the training of the par-
ticipating managers, special short training courses are designed
for members of the board of the co-operative, it order to sensitise
them to the value of good management and to prepare the ground
for the introduction of ne:wvly trained managers. The classroom
content of the course not only includes input on the nature and
structure of cooperatives in their soclo-economic environment, but
also on management skills, such as communication techniques,
introduction to computerised information systems, and the man-
agementofproductdevelopment and marketing. Following course
completion, regular meetings are encouraged of course partici-
pants with a view to encouraging them to implement new ideas and
share problems.

Contact: Mrs S Chronopouiou
c/o Eommex 16 Xenias Street
11528 Athens
Telephone No. 7702636
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Greece

PAVE-Business Development Programme

This programe Is co-ordinated by the Greek Productivity Centre
(ELKEPA). This is a programme that has been transterred to
Greeca from ireland, where it was originally organised by the Irish
Management Institute (IMi). The programme is also supported by
a number of banks and other institutions. It focuses on the owner-
manager of a medium-sized manufacturing company. its aim is to
assist entrepreneurs who wish to develop their firm profitably. The
course helps the participants to improve their knowledge and their
ability to find new customers, new markets and products. And they
are assisted in the drawing up and implementation of marketing,
financial and production pians.

The programme is limited in the number of participants to twenty
and pays careful attention to the selection process. For example,
competitors are not allowed into the group. During the fifteen
month programmse, every participating company has from one of
the best consultancy firms in the market at its disposal once a
month for the entire working day. The consultants assist the par-
ticipants todraw up and apply theirbusiness plan. During the same
perivd (0! 15 months), the group is gathered together for two
consecutive days every month in a hotel where a workshop is
undertaken. In the evenings, distinguished speakers are invited to
discuss their area of expertise with group participants.

Participants are expected to share part of the cost for running the
programme. In some cases, participants may decide after complet-
ing the programmes, to join a trip abroad in order to make contacts
with foreign business persons. In this case, they are expected to
bear the full participation cost. The programme is run three times
a year, and is currently restricted to certain parts of Greece.

Contact: Mrs M Kandilorou
c/o Elkepa
Kifissias Ave
Pamassou 2
15124 Maroussi Athens
Tel. 8069901-9

Notes
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Notes

ireland

Business Development Programmo

The major nrogramme in this area over the past ten years has
been the Irish Management Institute Business Development
programme.,

This programme is designed to help small businesses with the in-
gredients likely to make them capable of growth, to achievs it in
a planned and profitable way. Covering a period of eighteen
months and based on monthly, two-day workshops backed by in-
company counsslling, this programme has played a significant
part in helping the development of indigenous companies over
the whole spectrum of Irish industry.

In the past two years, the programme has spawned a new
programme, based on the proven tachniques used by the Busi-
ness Development Programme. The Export Development Pro-
gramme for Small firms is an elevun-month programme, now in its
second year and has already proved its effectiveness in helping
small companies to make the dirficult transition from home to
export sales.

Contact: Mr Chris Park
irish Management Institute
Sandyford Road
Dublin 4
Tel. 353 1 983911

Guide No. 4 Anngx2 8
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Italy

Owner-Manager Tralning

This is a national programme of tralning for managers of SME's,
the origins of whick .vere in the FORMAPER Programme of the
Milan Chamber of Commerce. The target is the owner-manager of
small manufacturing Industry with 10 to 100 smployees. The
courses are organised at local level, based on ‘round tables’ of 10
to 12 entrepreneurs whoss factories ars located in the area. The
municipalities of the industrial assocations supply the logistic
means of classrooms libraries etc.

There are now 40 Chambers of Commerce In Italy operating this
programme, which has a weekly three-hour meeting, butmay take
in total up to 100 hours over seven months. it is estim-ted that the
programme has covered 500 companies in four years.

The main contents of the programme are:

- Self-analysis, aimed at identifying problems shared by mem:-
bers of each of the small groups.

- Inputs from particular traditional disciplines, such as marketing
and finance for each group according to the nature of the
problems identified.

- Twenty hours of free individual consultancy for each partici-
pant. Each of the participants can invite one of the teacher
consultants he has met during the programme to tackle a
particular problem in the firm.

Personal action learning method is the norm with the teachers,
being consultants with long experience of the small business
fielkd. The programme Is tied close’y to a solution of company
problems and, therefore, with the management of change. The
programme was initially free, but participants must now pay §50
per course.

Contact: FGCRMAPER
Via Brisa b
20123 Milano
Tel. 2/85155422
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Netherlands

Enterprising Women

The course Is run by the Women's Counsel which is an independ-
ent board of the NC.OV; this is an organization of employers
especially directed at small and medium-sized businesses.

The course is directed both at contributing wives and women
entrepreneurs in not recently started enterprises. The course was
startad because it was noted that women in small and medium-
sized busingsses do not visit refresher courses regularly. Most of
the courses for micro-busingsses are only attended by men. An
important reason for this is that women don't like to be the only
woman attending a coursse. Another reason is the high price fora
lot of courses. This course only ~osts f 1600.

The course consists of general management subjects, together
with taxation and legal subjects concemning women in SME’s. The
participants are set the task to think about the application of the
learned subject in their own company.

There should be no more than 20 persons in every course. The
duration of the course is 8 meetings spread over 8 months. At the
moment only one course is running, but the aim is to organize the
course in several regions. The group of participants is very
haterogensous, covering several branches of industry, sizes of the
business etc. Not all the subjects are of the same relevance for all
the participants.

Marketing is done by advertising in the magazine of the Women's
Counsal, in magazines of different branches of industry, and in tha
marazine of the Chamber of Commerce etc.

The resuits of the course are very positive. Participants experience
an increase cf their knowledge and learn 2 great deal from the
experiences of other participants. In the long run, the Women's
Counsel does notwant to keep the course exclusively for women.,
They prefer to havis 50% men and 50% women in the course, as
long as this will not deter women from participating.

Contact: Women Counsel NCOV
Treubstraat 25
2288 EH Rijswijk
Tel, 070-992722

Giuide No. 4 Annex2-10-
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Portugal

FIEQ- Training and Company Integration of
Cadres

This programime, run almost uninterruptedly since 1979, promoted
by IAPMEI togtther with the Ministry for Labour, now through IEPF
- Instituto de Emprego e Formacao Profissional (Professional
Training and Employment Institute), is especially directed towards
fresh gradua’ss in engineering, economics and business
management. As one of the basic objectives is the insertion of
these professionals in companies, the selection is directiy made by
SM!I management.

itwas conceived with two main purposes: to reinforce the tachnical
capadity of two main purposes at a low cost: to reinforce the
technical capacity of SMI management at a low cost, especially of
those companies with no tradition in hiring graduates and, at the
same time, to give an opportunity to young graduates to have
access to practical life. Each year, SMI are Invited to join the
Programme, defining their cadre needs. A list of selected compa-
nies Is made publi=, in order to aliow the candidates to contact
them and be selected. Three different groups are then formed,
based respectively in Oporto, Coimbra and Lisbon. For some
years, each group of graduates undertook & room training period
of 3 to 4 weeks, followed by an in-job training period in SMi lasting
6 months. The current system has a less theoretical approach,
being based on a tutored traineeship within the companies.

After an introductary seminar of 5 days, directed towards the
general problems of management in SMI and human behaviour in
work conditions, the graduates are sent to “their” enterprises
where “their” tutors, together with the person responsible for them
in each company, define the training period plan. This training lasts
6 months with 3 interruptions of 2 days each, dedicated to discuss
concrete problems of trainees and, if necessary, to present a
theoretical approach to those problems. A final meeting is held to
evaluate the work done within the companies and to submit the
final reports. The trainees are then entitled to a certificate.

5 days 2 days re_days 2 days 2 days
(@ 15m (b 1.5m. (5 1.5m. by 15SmM (g
a) b) c)
Seminar Discussion Evaluation
Probigms in SMI, Theoretical approach Presentation of final
Human behaviour to concrete problems  reports
under work conditions
Notes |
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Notes

During the training period, each trainee is visited once a month by
his tutor to discuss concrete problems. During these mestings,
trainees are provided with booklets on legisiation, incentives and
management techniques.

Tutors are expected to have a deep knowiedge of SMI problems,
such as marketing, finance, personnel, etc., and to be able to
equate and discuss the practical problems presented by the
trainges.

The companies are located all over the country, but for practical
purposes three centres have been created - Oporto, Coimbra and
Lisbon - to supervise the three difierent zones.

The marketing of the programme is done by direct mailing and by
personal contacts made by the technical teams of IAPME! and
IEFP.

The best evaluation criteria is the percentage of definitive employ-
ment of trainees, which shows an annual average throughput of
the programme of 132 between 1981 and 1988, with a 60%
integration of trainees into the companies.

The programme has been jointly funded by IAPMEI and by the
Ministry for Labour, now through IEFP - Instituto de Emprego e
Formacao Profissional (Professional Training and Employment
Institute) on a 50% basis.

The trainees receive a monthly allowance equivalent to twice the
National Minimum Salary.

Contact: IAPMEI - Instituto de Apoio Pequenas e Medias
Empresas e ao Investimento
Rue Rodrigo da Fonseca, 73
1297 Lisboa Codex
Telephone: 52 54 10

Telefax: 56 37 53
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Spain

Promotion of Design in SME's

This programme Is run by the Chambers of Commerce, and
commercial organisations supported by the National Employ-
ment Institute (INEM). it is being plloted in the province of
Barcelona, Catalonia. The target group are Directors and staff of
small and medium enterprises.

The aim is to increase the potential for design learning activities
in SMEs. To achieve this goal, a number of steps have been taken.
These include the contracting out by the National Employment
Institute to professional consultants in design. In addition, work-
shops have baen mounted by managers in the Chambers of Com-
merce to discuss and improve design materials and approaches
for the companies in each sector. Presently, incentives are being
given for programme development by means of courses (seven in
the first year), aimed at training specialists in design. Of the 46
specialists who graduated from the course in 1988, 24 have
already been contracted to develop in-company approaches.

This is a highly innovative programme, aimed at complementing
new design activities with follow-up support over a period of one
year.

Contact: INEM de Barcelona
Via Layetana
16, 6°
08003 Barcslona
Tel.: 315 30 62
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United kingdom

Firm Start Programme

The Firm Start Programmse is aimed at helping those who are
starting a business with potential, or who are managing a business
in the first three years of development. The course is run at a
number of centres throughout the UK with Training Agency
support. The Programme is particularly aimed at helping people
to get into business and survive and grow. Participants are
usually those who already have a business in the first three years
of trading and have a target of employing over 10 people, or aim
to have a turnover of over £250,000 after the first three years. The
Programme is run part-time over an extended period of up to 26
weeks. Different models are formed throughout the UK. Compo-
nents are: a short residential period, aimed at encouraging parti-
cipants to take a close look at their business with tutors; a further
residential period, aimed at addressing the most important busi-
ness management issuss that come out of the strengths and
vieaknesses profile; and a follow-up of several modules on a non-
residential basis, aimed at developing an understanding of the
skilis nesded to implement an action plan for the future survival
and growth of the business. Skills are developed in workshops by
group work and seminars. And the programme is linked with
individual counselling by experienced counseliors. Interaction
with participants is encouraged.

The Programme covers all aspects of basic management skills,
including marketing, market research, advertising and promotion,
financial planning and control, recruitment, computers, costing
and pricing, obtaining finance and planning for growth. The
Programme is wholly, or substantially funded by the Training
Agency.

Contect: Training Agency
Moorfoot
Sheffield S1 4PQ
Tel.0742 753275
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Luxembourg

Continuing Training In the SME Sector

At the level of the continuing training of seif-empioyed crafts-
men and thelr close collaborators.

For more then 30 years, the Chamber of Trade has been organi-
zing continuing training courses, through its Centre of Promotion
and Research, for craftsman engaged in self-employed activity,
personnel employed in craft businesses and, in general, all crafts-
men employed in other private sectors of the economy and in
various public services. The programmes of these continuing
training courses cater for the needs and proposals stemming
directly from professionel circles, new methods of work and
business organization, new technical process and equipment, and
economic and technological development. These courses consti-
tute the essential opportunities for continuing training offered to
entrepreneur craftsmen and their close collaborators in the Grand
Duchy of Luxembourg.

At the level of the continuing training of tradesmen and their
close coliaborators.

Since its establishment in 1977, the continuing training depart-
ment of *he Chamber of Commerce has been involved in the or-
ganization of seminars, crash courses and conferences for heads
and senior managers of SME's in the field of commerce andin the
hotel and catering trade. With respect to the subject dealt with in
the seminars, relatively clear preference of both retail and
wholesale traders can be observed for subjects related to adver-
tising, expansion of turnover and personnel management. Among
the more technical subjects, particular interest has baen shown in
problems relating to financial and commercial business manage-
ment, labour and social legislation, etc.. All these seminars and
conferences are accompanied by official courses, giving access to
the occupations of road hauiage or passenger transport operator,
driver of vehicles loaded with dangerous substances, crash
courses for future traders and drinking establishment operators
and continuing training courses for declarants at customs.

Contacts: Chambre des metiers
41, rue Glesener
L-1631 Luxembourg
Tel.: 40 00 22-1

Cnambre de commerce
7, rue Alcide de Gasperi
L-1615 Luxembourg
Tel.:.52 58 53
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CEDEFOP — European Centre for the Development of Vocational Training
‘Training for small businesses in the European Community’

Guide 4
Trainer compstency for assisting small businesses

(having under 50 employees)
(Guides to competency in the design of effective training programmes)

Allan Gibb
Durham Universily Business School

CEDEFOP Document

Luxembourg: Office for Oticial Publications of the European Communities

1390 — X1.58 pp. — 21.0 x 29.7 cm

ISBN 92-826-1917-6

Catatogue number : HX-59-90-451-EN-C

Price (excluding VAT) in Luxembourg: ECU 20 (folder containing seven brochures)
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This Guide is one of a series aimed at covering various aspects
of trainer and organiser competency for support of small business
initiation and development. The series includes:

- A Guide to ths general competenc.e required of Trainers and
Organisers of small business programmes.

- A Guide to Trainer competency for stimulating Pre-start-ups.

-A Guide to Trainer competency for stimulating Stait-ups.

- A Guide to Trainer competency for assisting small businesses
(having under 50 employees).

- A Guide to Trainer competency for assisting small businesses
to cope with the Single European Market of 1892.

A short Introductory Booklst is available, setting out the overall
objectives of the Guides and how thcy might be used. In addition,
a brief biblicgraphy of Enterprise training material available in
various community countries is provided.
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Preface

SMEs are a very important element ot the European economic
and social area which is in the course of ccnstruction, and would
be better equippedto perform theirrole if they were to demonstrate
both solidity and flexibliity. In order to do so, they must be
managed In the best possible manner. The improvement of the
qualifications of owners and managers of these enterprisesis thus,
amaljor challenge. The Member States cannotignore this fact, and
the Community Action Programme in favour of SMEs takes this
into account in its general orientation.

The improvement of the operational abilities of small and medium
enterprises in the Community, aliowing them to seize the oppor-
tunities available as a consequence of the Single Market, is the
objective assigned to the Commission of the European Communi-
ties.

Recent initiatives for the “Preparation of small and medium enter-
prises for the Europe of 1992" (1) are evidence of the crucial role
ofthe tralning of owners and managers as seen from this perspac-
tive.

The overall objective of this series of Guides is to help improve the
supply of training for smail businesses in the EEC. We recognise
that presently, this supply falls somewhat shornt of needs and
perhaps even fails to meet effective demand. The cha'lenge to the
supply side theretore, is to convert nevds into demands and to
meet these effectively and efficiently. This is critical if SME's are to
be sncouraged and supported to take full advantage of the Single
Eur 'pean Market by 1992,

\' & racognise that throughout the community there is already an
extr nsive supply offer and there are numerous manuals and
gu Jdes for those wishing to start small businesses or develop
th :m. We also recognise that the term small business embraces
m any millions of companies of different types, with very different
learning needs. We have not therefore attempted to produce yet
another manual for we do not believe that this would contribute to
closing the gap.

These Guides are based upon the belief that the key to closing the
gap is the development of a professional cadre of trainers and
organisers throughout Europe operating to recognise standards of
competency. They should have all the entrepreneurial skills requi-
red to reach the owner-manager and his staff with their services.
And they should be able to practise all they preach in terms of en-
suring that the training product is carefully geared to the needs of
specific groups of consumers.

1) Preparation of smalf and medium -sized enlerprises for the Europe of 1992 -
“Experimantal training schemas * SEC (88)1860
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Wae hope the trainers and organisers will use the Guides for seit
and peer assessment and development, and indeed, that this
manual may emerge as a basis for a training programme for the
development of the competencies of trainers and organisers of
small businiess throughout the Community.

This guide, coming at this opportune moment, will serve to
complement the efforts of DG 23. it will no doubt be a valuable
instrument for all those whosa purpose is to make our European
enterprises more aware of the importance of the quality of their
human resources as a means of achieving greater competitiveness.

Alan Mayhew

Director

Commission of the EC. DG 23
Brussels

Eugene Muller
Member of the Management Board of CEDEFOP
Luxembourg

Corrado Politi

Deputy Director of CEDEFOP
Berlin
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Notes

Trainer competency for the challenge
of the single european market of 1992

Thoe overall objective - mesting the challenge of 1992

The creation of the Single European Market in the EC countries
will result in new opportunities, new challenges and, in many
cases, new problems for small and medium-sized enterprises.
New opportunities will arise after 1992 with the abolition of non-
tarift barriers, leading to an overall enlarged ‘home market’ with
more than 320 million inhabitants to whom products and services
can be sold more easily. Access to potentially less expensive
financial resources may be provided. More competition between
large insurance companies may offer better opportunities. The
Single Market will also offer more chances for co-operation
between companies across the member states of the Community.

New challenges will come about, because the Single Market will
produce more intensive competition from other countries. Some
areas of business, still strongly protected by national regulations
and standards, will face a different situation when these regula-
tions and standards are harmonisad.

The challenge to the trainer lies not only in the variety of changes
that may take place but, even more importantly, in the widely
differentnature of the small businesses uponwhich these changes
willimpact. There will, therefore, undoubtedly be overall effects for
the whole small business community resulting from the creation of
the Single Market, but there will also be specific effects depending
upon the:

- Sector of Industry
- Location of individual companies

- Linkages companies have with larger enterprises eg. acting as
sub-contractors

- Nature of existing company markets (whether they are in local,
regional, national or international markets)

- Extent of regulation in the sector in which the firm operates or
wishes to operate, particularly in respect of standards.

There are small tirms in sectors of industry which, by their very
nature, allow operation in larger markets, eg. companies in

industrial production, specialised handicraft, parts of the service
industries - who will be more affected than those which are just

Guida No 5 -1
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successful in the local environment, eg. in construction, in local
areas and in local service businesses. But, even those operating
local services will be more affected by the Single Market in some
areas than others - depending upon where they operate, eg.
companies which have been located near to a border may face
stronger challenges and also greater opportunities.

The creation of the Single Market will also have ditferent conse-
quences for different firms, depending upon the channels through
which they market their products. Firms Interacting with large
companies, (as sub-contractors for example), will be affected
differently from those which deliver final products or services
directly, or via specialists sales agencies to the market. Sub-
contractors will increasingly find that their large customers now
have opportunities to find efficient and effective partners and
suppliers.

Those who have been the focus of the previous guides, namely
those who may want to set up their own business in the future,
those in the process of starting their own business, as well as
existing small businasses, will all be affacted by the creation of the
Single Market. Bu.t there will be different aspects of the change
process, affecting all three groups differently.

For stariers and pre-starters the scope for potential activities will
be broadened in the future. New specialised business service
companies will, for examplie, find even more business opportuni-
ties than now. The cument trend of large and medium-sized
companies buying services from outside specialist firms - offering
services which, in many cases, they formerly produced themselv
- willgo further. Opportunities in software provision, techinclogical
assistance and international marketing support should grow.
Starters will, of course, face the new rules and regulations. There
will also be enlarged possibilities of finding new (and potentially
cheaper) sources of finance.

Already established small businesses will face the major chal-
lenge of gathenng information, learning and adapting within a
broader environment. In general terms, this will mean being more
aware of competition, being more aware of the international
components of their business activities, being more aware of new
market niches that may emerge and being more aware of the
naed to meet internationally acceptable standards.

Notes

Guide No. § -2-
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Notes

The challenge to the trainer

To survive the forthcoming changes in European business prac-
tice and in order to prosper in the new environment, many SMEs
will need to analyss, plan and train for 1992. Unfortunately, most
small operators lack the resourcas to undertake the kind of in-
depth investigation of the Single Market which is currently taking
place in larger companies. if SMEs are to recognise and avoid the
problems that 1992 will pose, and realise the full benefits that the
Single Market has to offer, they need to be:

-made aware of the changes and implications of the 1992
measures

- encouraged to ook at their company's strengths and vulnera-
bilities in respect of these changes

- assisted in the drawing up of a strategy to cope

-frained in the necetsary areas of action
Training should be relevant, practical and inexpensive. Wherever
possible, it should be sector or industry specific.
The independent nature of small businesses makes the delivery
of training for the SME a potentially difficult process. Even those
SMEs who could take considerable advantage of 1992 may not
take up the challenge because they feel:

- their product may be unsuitable for other markets

- they do not have the capacity to take on extra work and have
no potential to make economies of scale

- they do not have the personnel available to research intema-
tional markets, sell in other countries, or to provide after-
service care at a distance

- they do not have the ability to fund expansion

- any expansion would invoive a loss of control
For these and other reasons, a company may legitimately decide
that an offensive strategy is inappropriate. In these circumstances
trainers need to encourage compstencies within a defensive
strategy or an actively neutral strategy. In a defensive strategy,
training competencies will focus on: monitoring changes in the
market - new compslition, new products, new patterns of

Guide No. 5 -3-
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consumption; accommodating new technical regulations; preparng
for fiscal changes; and considering potential problems of margers
and acquisitions. A neutral strategy may be chosen by some firms,
either bacause thay fes! {rightly or wrongly) that the Single Market
is not for them, or because they are not yet convinced that most of
the directives willbe passed. Even this type ot firm requirestraining
assistance: to cope with the problems of change; to monitor the
situation as new directives create new training needs; as well as
to deal with the technical or fiscal changes.

Whatever the strategy, owner-managers wili only be able todecide
what is best for thelr company when they are in receipt of the
necessary ‘toolkit' of training, which will enable them to make these
vital decisions from a position of knowledge, rather than from gut
reaction or intuition, both of which have been developed in a home
market environment, rather than in the full blast of open European
competition. This Guide Is designed, thersfore, to help trainers to
assist the would-be or existing SME (with under 50 employees) to
cope with the challenge of change.

Notes

Guide No. 5 .4
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Notes

Overall ability to monitor progress
towards 1992 - the single market

All SMEs must come to terms with the fact that, in a very short
time, they will be part of a market of 320 miilion people. To achieve
this major change in perception, attitudes must change. Many
SMEs will increasingly need to think in European, rather than
national terms and they will need, in the first instance, to keep
abreast of changes proposed in European business practice.
They will then need to isolate the spacific legislation which will
affect their company and determine how they should respond to
the new challenge. The European Commission outlined its pro-
posals in the White Paper of 1985. Some three years after its
publication, and half-way through the process, some companies
continue to disregard the Single Market. Continued ignorance
could prove costly.

The legisiation for completing the Single European market is a
rolling programme which is gradually being implemented. Approx-
imately a third of the 1992 proposals have already been agreed
and enacted. The remainder of the programme is either under
discussion or being formulated by the Commission, within the
framework of the 1985 White Paper. The final shape of the Single
Market may differ from that which was originally proposed. But
since it is impossible to predict how individual proposals will fare
when voted upon, any planning for the aventual outcome should
encompass all probabilities.

The Commission based their 1985 White Paper on the legisiation
which would be required to achieve the free trade principles
inherent in the founding charter of the European Community - the
Treaty of Rome (1857). in that document the free movement of
goods, servicas, people and capital was envisaged but, some
thirty years after the Community's establishment, the principle
has yet to be realised. The Single European Market programme
attempts to remedy that situation. The basic thrust of the propos-
als concems those changes which are needed if freedom of
access Is to be achieved throughout the Community. The near
three hundred original proposals have been progressively re-
duced to 279. They deal with all those areas which must be tackled
if the Single Market is to become a reality. The original timetable
was ambitious. it was based on the remainder of the Commis-
sion's term of office, at the time when the document was drawn
up, together with an additional full Commission term of four years.
It iIs now generally accepted that the programme will not be
achieved by the target date of 1992. Thatis of little consequence.
It is not a programme dependent on the successful completion of
all parts. Some have already been passed, others will go through

Guide No § -5-
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Notes

before Decembar 1992, and most of the remainder will be
attempted subsequently. More important is the acceptance of the
principles behind the idea and preparedness 10 mest the changes.

The Commission’s proposals divide into three groups:

- the removal of physical barriers
- the removal of technical barriers
- the removal of fiscal barriers

The Removal of Physical Barriers.

At the moment, European Community citizens cannot move
without hindrance within the Community's boundaries. Border
controls currently exist to vet the credentials of people wishing to
cross national boundaries and collect taxes on any items which
they are carrying with them. Passports must be carried and
presented at border controls. The Commission has proposed that
these controls should be abolished. Further proposals would
enable non-EC citizens to move freely within the Community,
having initially estzblished the. suitability to be admitted at an
external Community access point. In an attempt to differentiate
between Community and non-Community citizens, a new Euro-
pean passport has been introduced which, it is hoped, will also
foster an enhanced European rathar than nationa: identity, A freer
fiow of individuals will encourage the process of Europeanisation
and facilitate business travel within the Community. The abolition
of border controls will significantly affect the physical movement
of goods between membar states. The commission has proposed
the abolition of transport quotas, prevalent in certain countries.
The progressive reduction and eventual elimination of quotas has
been proposed and agreed, thereby facilitating competition and
ease of access.

The Removal of Technical Barriers.

Products and services are, in the opinion of the Commission,
unjustifiably excluded from many Community markets on tenuous
technical grounds - a problem often encountered by SMEs. it is
the Commission's intention to allow free access to all markets on
the basis that ‘what is sold in one Community country should be
able to be sold in all other Community markets'. This procedure of
mutual recognition should prevent past examples of blatant
prutectionism within the Community. To this end, the process of
harmonising technical standards is already under way. Mandato-
ry requirements, in the form of general levels of protection, are
being agreed, leaving the detailed rules of their practical applica-
tion to be drawn up by European standardisation bodies.

Guide No 5 6.
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Notes

With services accounting for over 50% of the value added to
Community GDP each year, a common market for all servicss is
deemed vital. Both road and air w ansport are to be deregulated.
The Commisslon intends that financial services should be traded
Community-wide. The abolition of exchangs controls throughout
the Community is scheduled to be achieved by 1992. Thereafter,
it will be possible for Community cltizens and businesses {small
as well as large) to avail themselives of any of the banking,
insurance or investment services which are currently offered
within the EC.

The Commission recognises that the move towards greater
compatition could be undermined if governments use state ald to
fund uncompetitive industries and enterprises, thereby confening
artificial advantage to some firms at the expense of others. The
Commission is adamant that competition should be fair. In future,
state aid should only be granted to generate economic recovery
or export promotion. The Competition Directorate of the Commis-
sion has opposed unfair subsidies in the past and will be even
more vigilant in the future. An enhanced competition policy could
affect SMEs in either a positive or negative manner.

The Commission also believes that people should be free to move
to, and practise their trade or profession in, any Community
country. The right to reside and work in another Community state
will be firmly established if cument Commission proposals are
accepted by member states. The right to practise a profession is
also guaranteed, providing the individual concemned can satisfy
the requirements of the professional body in his/her new country
of abode. In the field of education, specific proposals have been
put forward on the mutual recognition of higher education diplo-
mas which will aliow free interchange between academic institu-
tions, provided the student in question has attained certain basic
qualifications. The political influsnce, which large corporations
have used in the past to secure work and residence permits, will
no longer be the competitive advantage that it once was.

Public procurement represents some 15% of Community Gross
Domestic Product. This vital area wili also be deregulated. In
future, the majority of public contracts will have to be advertised
in the Community Official Journal so that potential suppliers from
all Community countries can tender. The qualifying thresholds on
contracts has been lowered and four previously exempt industries
- energy, water, transport and tele-communications - will now be
included by law. There could he considerable impact on small sub-
contracting companies if major contracts change hands.

Company law has also been addressed. Proposals have been
put forward dealing with: the duties and liabilities of directors: the
power of general meetings; the rights of shareholders; the

Guide No. 5 .7
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Notes

preparation of annual accounts and the liability of auditors.
Worker participation along the lines of current German praclice
has been advocated, together with the proposed establishment of
a European company undsr Community law. An optional form of
company has also been suggestsd. A European Economic inter-
estGrouping (EEIG) woutd allow small and medium-sized compa-
nies to co-operate at European level, without sacrificing their legal
and economic independence. Employment would be limited to
500 people and, since an EEIG would be apartnership, members
would have joint and several liability for debts. A ‘grouping’ could
be used for research and development, sales promotion, tender-
ing for public contracts, joint purchase of raw materials or the
pooling of services.

A Community Patent Office has already been established in
Munich. A successful application to this institution will enable a
company to secure patents for all Community states at the same
time. The saving In terms of time and cost can be considerable,
especially for the small company. The Commission believes that
a Community Patent should be instituted and a Trademark Office
be established on the same basis.

The removal of fiscal barrlers.

The Commission maintains that different national rates of VAT
arni excise duty encourage cross-border trade, thereby ensuring
trade distortion. Harmonisation of indirect taxes has aiways been
a major objective of the Community. The principle was enshrined
in the Treaty of Rome but has never been realised. The approxi-
mation of VAT rates and the harmonisation of excise duties has
been proposed in the Single Market programme. The Commis-
sion argues that the different lavels of national indirect taxes are
reflected in the final prices of goods and services. Because those
taxes vary so markedly, the final prices of outputs are unfairly
increased Inthe case of member states where tax levels are high.

Since border controls will be abolished if the Commission’s pro-
posals for the removal of physical barriers are implemented, the
opportunity to collect tax will disappear with thelr passing. Logic
dictates that with border conirols removed, tax alignment must
follow. However, VAT must still be levied. Consequently, if the
European Community is to become a Single Market, VAT mustbe
levied on the same basis as currently applies in national markets.
In future, VAT will be levied on all transactions within the Commu-
nity. Tax exemption on ‘exports’ will cease.

Trainers must be able to monitor the Single Market legislation it
they are to help SMEs deal with 1992. They must be acquainted
with the basic facts, as presented in the 1985 White Paper. And
they will need to keep abreast of progress of the 279 directives.
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As thay monitor, they should be conversant with the likely effects
of that legisiation on SMEs. To achieve this, they must be in
contact with trade assoclations, Chambers of Commerce and
other sources of detailed information and analysis on sectors of
interast to them. An effective tralnershould, then, be able to deliver
the information that an owner-manager requires, be able to obtain
it within a relatively short time, or signpost to an efficient source.

Broadly, the kinds of changes that the trainer will need to monitor
are set out in Exhibit 5.1 under seven key headings. It is from
these that hisher competencies are derived.

Notes

Guide No. 5 9-

ERIC 311

Full Tt Provided by ERIC.



EXHIBIT 5.1
The 1992 SME Checklist - Signposting to Changes

Area Changes relating to

PRODUCTS AND PRODUCTION  Differentiated products
Economies of scale
Manufacturing location
New plant and equipment
Technical standards
Research and development
Patents and trademarks

SALES AND MARKETING Distribution channsls
Promotion and advertising
Markst research and information
New market opportunities
Packaging
Design requirements
Consumer pattems
Public procurement
Price structure
Quality requirements

FINANCE New sources of finance
Working capital
indirect taxation
Grants and state aid
New sources of insurance
Enhanced banking needs
Expon insurance
New currencias

PHYSICAL MOVEMENT OF Removal of customs barriers
GOODS Deregulated transport
Single Administrative Document
Transpornt cost reduction
improved transport links

PUBLIC PROCUREMENT AND New materlals requirsment
COMPANY PURCHASING New suppliers

Sub-contracting

Transport services

Public purchasing opportunities

COMPANY ADMINISTRATION 1992 Project Champion
AND LAW Communications
Documentation
Company law
Credit control

HUMAN RESOURCES European culture
Languages
Worker paticipation
Training
Personnel

Notes

Guide No. 5




Overall 1992 SME trainer competency checklist

Abllity to Monitor, Signpost and Train for Key Areas of
1992 Changes

High Low

1 2 3 4

1. Ability to monitor, signpost and train for
changes relating to products and production D [:] D D

2. Ability to monitor, signpost and train for
changes relating to sales and marketing D D D D

3. Ability to monitor, signpost and train for
changes relating to finance D D D D

4. Ability to monitor, signpost and train for
changes relating to physical movement D D D D _

5. Ability to monitor, signpost and train for
changes relating to procurement and D D D D
purchasing

6. Abllity to monitor, signpost and train for
changes relating to administration and law D D D D

7. Abllity to monitor, signpost and train for
changes relating to human resources D [:] D D

Notes
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1. Ability o monitor, signpost and
train for changes relating to
products and production

The completion of the Single Market will not produce a homoge-
neous market. Some products will ‘travel’ as they are, but their
number will be relatively small. Many products will need to be
differentiated to achieve market penetration. Trainers must be
able to advise SMEs on Euro-acceptability and show where
market niches exist. They also need to distinguish those products
where differentiation is possible.

Expansion for some SMEs may mean relocation of facilities.
Owners will need to examine limitations of existing assets and be
able to assess the potential of new sites to improve access to
Community markets.

The introduction of new technical standards or product differen-
tiation may involve the purchase of additional or replacement
equipment. New healith and safety requirements may also affect
the usefulness of existing machinary. Specific directives are
already tabled in shipping, construction and agriculture.

All products will be covered by new regulations, ensuring they
reach basic heaith, safety and environmental standards. They will
also have to comply with technical details established by two
major committees - CEN (the European Cummittee for Standard-
isation) and CENELEC (its counterpart for electrotechnical prod-
ucts. Complying with these regulations makes products eligible to
carry an 'EC’' mark which will allow sale in any member state. The
Europsan standard will replace any individual national standards.
Bilateral agreements for testing and certification are in the pro-
cess of being worked out. Directives have already been agreed
for toy safety and pressure vessels, while construction products,
medical devices, measuring instruments, electro-magnetic appa-
ratus and personal protective equipment are imminent. Trainers
need to be aware of these changes and able to advise on their
technical implications.

SMEs are increasingly disadvantaged in Research and Develop-
ment in an environment of higher costs, shorter product life and
more hi-tech products. To compete against the multi-nationals,
many SMEs will need to explore how to share research costs
through collaborative ventures with other firms or with Institutes of
Higher Education. Eleven articles of the Single European Act
provide a structure for Community Research and Development.
This ‘Framework’ covers twelve main areas of research through
programmes such as ESPRIT,RACE, BRITE, EURAM, EUREKA,

Notes
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DRIVE, DELTA and JOULE. Trainers will need to keep abrsast of
these.

SMEs sufter from the differences in inteliectual property laws
throughout the Community. The establishment of a Community
Patent Office in Munich will enable a successful applicant to
obtain a patent in each member state simuitansously. A Commu-
nity patent does not currently exist, but that situation is expected
to change shortly. Likewise, a Community trade mark has been
proposed. This may involve the purchase of additional or replacs-
ment equipment, as will the introduction of revised technical
standards. Trainers should be aware of existing regulations and
be preparing for the implications of the imminent changes.

Notes
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1992 TRAINER COMPETENCY CHECK 1

Abllity to Monitor, Signpost and Train for Changes

Related to Products and Production

High

1 2

Low

3 4

Ability to undertake product assessment

0O

0O

<R

Ability to appreciate differentiation possibilities

0 O

0o

Ability to advise on opportunities to achieve
expansion

01 O

0O

Ability to advise on plant relocation

0O

0O

Ability to advise on re-equipping plant

O O

HEn

Abllity to know current and proposed technical
standards

0O

OO

Ability to know current and proposed healith and
safety standards

0O

0d

Abllity to advise on R & D collaboration with
other firms

10O

HER

Notes

Ability to assist in securing technology transfer

0 O

DO

Ability to advise on funding possibilities from
Euro-research programmes

OO

HEN

Ability to assist in patent applications

0o

HER

Ability to know current and proposed develop-
ments in patent and trade mark legislation

Guide No. §
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2. Ability to monitor, signpost and
train for changes relating to sales
and marketing

The non-homogeneity of the Single Market will ensure that
marketing will present different challenges for SMEs after 1992.
Many owner-managers will discover that penetration into new
markets will involve a reassessment of distribution strategies.
There may be an opportunity to sell girect throvah company
personnel, but it is highly likely that more SMEs will need to use
agents and distributors in order to minimise overheads and
ensure maximum coverage. This may well be a new departure for
many owner-managers and trainers must be abie to advise on the
selection, direction and control of third party delivery channels.

Sales promotion and advertising will recjuire owrier-managers to
adopt a different approach to that with which they are familiar.
Promotional tachniques differ throughout the Community, as do
the regulations appertaining to acceptab'e and unacceptable
product offers. For instance, promoticins sre legally banned in
Belgium but take place neverthelass. In France, premium promo-
tions are limited by value and prizes can only be awarded for tests
of skill. Meanwhile in italy, promoticns have to be approved by the
Ministry of Finance and attract a tax. Whilstin Spain, free offers by
post are legal but the postal servicu takes longer than in other
countries. Cold calling is banned in Germany, whereas it is a well
used part of the British promotional process. The trainer must be
aware of the differences in promotional techniques throughout
the Community markets and be able to advise SMEs accordingly.

Because acivertising budgets are limited in SMEs, it is essential
that owner-managers maximise the impact ¢/ their campaigns.
After 1992, owner-managers will need to know which advertising
mediums are traditional in the target markets. 1992 is already
stimulating a variety of new publications which will ensure greater
competition in the market place and, possibly, produce better
advertising rates than the SME enjoys at the moment. Trainers
must be knowledgeable of the most effective local practices and
be able to advise in which medium the advertising budget is best
spent.

Marketing in the Community after 1992 will be less predictable
thanin the 1980s, making market research and market information
even more important. The amount of information varies significantly
between the member states. But even where itis readily available,
SMEs perceive it as difficult to access and even more difficult to
apply in a meaningful fashion. Trainers must concentrate on

Notes
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changing this attitude and creating an appreciation of the importance
of market information in new markets and, when necessary, how
it can be commissioned. They should be able to show where data
can be found and how it can be applied. They aiso need to be able
to advise on the occurrence and benefits of trade fairs.

The theoretical Single Market of 320 million consumers :s more or
less imelevant to most SMEs. However, within that one mass
markst, there will probably be a number of market niches providing
opportunities for incremental expansion. Trainers need to be able
to prioritise these markets and to advise owner-managers on a
sensibly paced rate of expansion focused on those markets where
benefits are greatest.

Packaging and design are vital components of the marketing mix.
Individual Community markets have different requirements in
respect of both items. SMEs may wish to alter the packaging of
their products in order to comply with local material customs and
usage. Likewise, design must be based on the demands of the
individual markets which have been targeted.

Pricing is an impoitant and difficult area for SMEs. Simply to
convert domestic prices into export prices via the current ex-
change rate will not suffice. It is dangerous, not just because of
fluctuations inthe exchange rate, but also ittakes no accountofthe
additional costs associated with trading at a distance. The ability
to advise owner-managers on the importance of price as a major
marketing weapon should be a major skill of any trainer. In some
markets, profit margins more generous than normal can be enjo-
yed where market conditions offer little competition in areas of
unsatisfied demand or where prices are common.

1992 will produce considerable change in quality requirements,
not only because of new standards being established, but also
because increased competition will enhance existing trends towards
better quality products. Harmonised European standards make it
essential that SMEs achieve quality standard ISO 2000. However,
owner-managers should recognize that markets set their own
quality requirements, often in excess of those levels. An aware-
ness of the importance of quality in Community markets is as
essential for the effective trainer as being knowledgeable of the
technical requirements thomseives.

Notes

Guide No. 5 -16 -

ERIC 3 3

Full Tt Provided by ERIC.



TRAINER COMPETENCY CHECK 2
Abllity to Monitor, Signpost and Yraln for Changes Rela-

tod to Sales and Marketing

High Low

1 2 3 4

Ability to advise on optimum distribution chan-
nels for SMEs D D D
Abiiity to suggest methods of selecting, di.act- [ D D
ing and controlling third party sales efforts
Abllity to expiain the various promotional tech- '
niques within member states :l D :]
Ability to advise on the optimum use of advertis-
ing expenditure D D j
Abllity to change attitudes regarding market
information D D D D
Abllily to direct owner-managers to fruitful D D D

sources of market data

Ability to demonstrate the need for a markset
research database D D D D

Ability to advise on the possibliities for incre-
mental expansion D D D D ‘

Ability to adviss on the need for and changes

necessary to comply with design and packag- D D D D
ing requirements

Ability to advise on pricing within a Community
context D D D

Ability to encourage the SME to build-in quality
as a marketing mechanism D D D D

Notes
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3. Ability to monitor, signpost and
train for changes relating to
finance

The cnanges brought about by 1892 wili, in many SMEs, resultin
new operating costs as well as new revenue opportunities. They
will require additional finance, which may be available from insti-
tutions beyond the company's national boundary. Once com-
pleted, the Single Market is likely to produce more avenues of
finance at more competitive rates. Knowledge of these new
choices is unlikely to be available in-house, so informed external
input will be necessary.

Competing in ar: expanding market will require owner-managers
to reassess their financial requirements. Working capital must in-
creass to fund a number of needs including different terms of sale,
larger inventories, market research and product deveiopment.
Trainers nead to be able to advise on these, as well as assessing
the cash-flow implications of increased activity. Capital expendi-
ture might also increase with the need to purchase new equip-
ment, additional transport or even new premises.

The changes planned for VAT in the Single Market will have a
major effect on small companies. If the approximation of indirect
taxation is agreed, buying patterns will be noticeably influenced
by the extent of the tax changes. For example, whilst a small ouzo
producer in Greece will be adversely affected by the 2621%
increase in duty, small Mediterranean producers will benefit from
the proposed 88% decrease in wine duty in the United Kingdom.

in the Single Market it is recommended that there be only two
bands of VAT in the future - 4% to 8% and 14% to 20%. Trainers
need to be able to advise on which will fall into which band and
what the effects of the changes will be. There will also be practical
changes in the way VAT is collected. The destination principle,
whereby VAT is levied on imports not exports (at the rate of the
importing country), will effectively be reversed. Trainers must be
able to explain these changes and advise on new record-keeping
requirements.

The distortion of competition due to state aid is incompatible with
the Single Market philosophy. Owner-managers are not well
placed to predict or cope with this complicated area and the: efore
will be relying on trainers to provide guidance so that they can take
advantage of the fall-out as cartels are dissolved and unfair
assistance is abolished.

Notes
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With the dersgulation of financial services in the Single Markat,
the cost of insurance will fall, as competition across national
borders Is established. SMEs shoukd be able to reduce their
outgoings on this item or, possibly, obtain better coverage for the
same expenditure. Failure to limit {iability is a common failing
amongst SMEs. Changes brought aboutby 1992, will give trainers
the opportunity to ensure that insurance coverage Is adequate for
the company's needs, including the viability of taking out an export
or trade credit policy.

it SMEs are going to start dealing in differant markets with
different documentation and currencies, the capability of their
bankwillbe important. Ownar-managers may find that their current
arrangements are insufficlent for thelr needs. itwould be a mistake
to stay with an inadequate service when better facllities are
avallable. Tralners need to be able to advise on the most appro-
priats banking service for each particular company.

The Single Market envisages the free movement of capital within
the Community. The relevant directive was adopted in June 1988
and is already faclitating Community trading. The abllity to
transfer capital across national boundariss will enable SMEs to
establish a presence in other Community countries more easlly.
Trainers must be aware of the changes that are taking place in this
area andbe eble to advise owner-managers of the bastway 1o use
their new fresdom.

in the absence of a common European Currency, SMEs need to
be capabis of operating in different European currencles. Tralners
must have an appreciation of the cost and risks involved in such
transactions. They also need to be able to advise onthe increasing
use of the European Currency Unit (ECU) as atradeable currency.

Notes
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TRAINER COMPETENCY CHECK 3
Abllity to Monitor, Signpost and Traln for Changes Rela-

ting to Finance

Nigh Low
1 2 3 4
:ﬁ:wmk“p abreast of new sources OO0 OO0
Ability to advise on appropriate finance provi-
s&on“z:r company noed " D D D D
Ability to advise tal requl ts
expa?mbn upon capital requirements for D D D D
Abitity 1o kesp abreast of proposed VAT changes
andmt’;'leir':ﬂ?cts D D D D
Ability to monitor changes in state aid OO0 00
Ability to advi rtuniti iting fro
cartorapatgon o ntesresatmatom | M 1 [ [
Ability to advise on insurance coverage O 000
Ability to advise on new banking opportunities O 0 00
Abllity to advi liberalisation of capital
movements e SB[ O
Ability to advi ing in different
currgwcies 56 0N operating in ailéren D D D D
Notes
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4. Ability to monitor, signpost and
train for changes in physical
movements of goods

The liberalisation of transport services is a major aspect of the
Single Market programme. The reduction and ultimate elimina-
tion of physical barriers (customs posts) and transport quotas in
cortain member states will lead to lower transpornt costs and
increased trade. Tralners need to help SMEs evaluate the extent
of any potential savings. Small companies involved in road
haulage will need advice on the opportunities and threats that the
deregulation of their industry will produce. With the introduction of
the Single Administrative Document (SAD) on 1 January 1988,
the process of export documentation has besn simplified. The
SAD replaces soms 70 forms previously in use. However, the new
eight part cgocument is still reasonably complex and owner-man-
agers may need assistance in completing this and other export
documents.

Physical distribution to new destinations, together with an in-
creased volume of goods, may lead to a reassessment of delivery
stratagy. Comparison of direct delivery with local warehousing
and distribution may lead to an owner-manager needing advice on
the relative merits of each.

Liberalisation is also occurring in other transport sectors. There is
likly to be greater competition on air routes and a consequentre-
duction in air fares. Rall services will be <ignificantly improved in
many parts of Europe - for instance, the Spanish are making their
rail network compatible with the rest of Europe, the Channel
Tunnel will link Britain with the Continent, and extensions to the
French high speed network will link Paris, Brusseis, Amsterdam
and Cologns. Moves to open up the coastal sea trade will further
reduce transport costs, as will the deregulation of inland waterway
services. Trainers should be aware of the new links, reduced cost

and greater compatition which these aspects of the Single Market
will produce.

Notes
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TRAINER COMPETENCY CHECK 4

Abllity to Monitor, Signpost and Train for Changes
Related to Physical Movement of Goods

High Low

1 2 3 4

anorent waneponsecms |0 0 O O
mg‘sasslsﬂnevahalbnofconsmmcost D D ]
dalvry sgaine caldewaton | 0 01 O
&Aﬂumme on the completion of export D D :] D

mad et e 10 000

and raas i i rapy cnangmgsootor | 1 1 01 O3

Notes
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5. Abllity to monitor, signpost and
train for changes in relation to
public procurement and company
purchasing

Public procurement in its widest sense, (including nationalised
industries and public bodies as wsll as local, regional and national
govemmants), reprasents some 15% of Community Gross Domestic
Product. The liberalisation of this sactor is a major plank of the
1992 lggisiatio' . The Single Market will change tendering proces-
ses to make them more open and accessible, and previously
excluded sectors - waler, ensrgy, transport and telecommunica-
tions - will be opened up with effect from July 1990,

SMESs have the opportunity of tendering directly for public sector
contracts but are more likely to gain business by way of sub-
contracting. Trainers need to be aware of these changes and be
able to show small business where relevant tender opportunities
are published - either directly through the EC's 'Official Journal’
(OJ), or indirectly through regional procurement offices. They
need to be abie to advise on the methods and mechanics of
tendering. In such a volatile sector, trainers should look carsfully
at a company becoming over-exposed either through an exces-
sive dependence on a single sub-contract, which constitutes a
high proportion of their business, or by recelving their sub-con-
tracts from one main contractor who are themseives exposed in
a changing market.

Purchasing of materials and supplies will be affectea by the
changes that 1992 will bring about. The number of potential
suppliers will increase considerably. New suppliers will be encour-
aged by the ethos of 1982 to enter non-traditional markets. This is
likely to result in increased competition and price reductions for
buyers. The SMEs, more involved as suppliers than buyers, will
be doubly squeezed by having to match these lower prices and
having to compete with new entrants. Trainers need the compe-
tency to be able to suggest how small suppliers can protect their
existing markset from penetration, while at the same time taking
maximum advantage of the new opportunities. Small companies
who are buyers can potentially benefit from this situation by
looking for new sources of supply in a wider market. Trainers can
help identify new suppliers and, it they are from another country,
advise on means of verifying their suitability (technical and finan-
cial), as well as advising on the establishment of contractual
arrangements.

Notes
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TRAINER COMPETENCY CHECK 5

Abllity to Monitor, Signpost and Train for Public
Procurement and Company Purchasing

Notes

High Low

i 2 3 4

?:i;:gr t:on am SMESs tender directly for public D D D D
?nzilm r:‘s:i!:; sSMEs maximise sub-contract- D D D D
::i"l:gg tt:ehnglgrsobtain information about forth- 0O O ]
cuch as procuromentomoes. 00| O 0 O
ofoverdepandency or oss o subconvacs | ] (1 (1 L
oo maweormarat 00 0O
gﬂggga:ﬁ;:gymg SMEs ofthe dangers D D D D
Ability to advise on the requirements buying D D D D

SMEs should look for when using suppliers
from another member state
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6. Ability to monitor, signpost and
train for changes in company
administration and law

it the SME Is serious about coming to terms with 1992, a
‘champion’ must be identified who will be responsible for under-
taking the necessary rasearch and planning. In the very small
company, this task will fall to the owner-manager but, where
administrative staff exist, one of those may be more appropriate.

The fundamental impact of the Single Market will be such, that the
1892 project champion must ensure that: staff are informed of the
directives that will affect their function within the company; tech-
nical and iegal requirements are being met; changes are monitored;
and opportunitios are identified. The trainer must assist in the
assessment and monitoring of the capability and performance of
the project champion, to ensure that the rest of the company is
receiving the relevant information and appreciates and under-
stands its importance.

There is an equal need for good external communication. infor-
mation emanating from Brussels will need to be absorbed by the
company. Relsvant information and assistance avallable from
trade associations, Chambers of Commerce or other advisory
bodies must be acquired, sorted and acted upon.

in the completed Single Market, the SME will encounter a new
range of documents. If selling against a documentary credit, the
company will have to satisfy centain requirements before payment
can be secured. Insurance certificates, commercial invoices,
certificates of origin, bills of lading and certificates of weight and
quality may be called for. SMEs may need advice on the comple-
tion of these documents, (or at least be signposted towards
specialist assistance). Fallure to satisfactorily complete thess
procedures may not just produce a dsiay in payment, but could
preciude payment altogether. SMEs may be deterred from enter-
ing the Single Market by having to deal with seemingly more
complex, but actually just different, documentation.

The Single Market legislation aims to harmonise member states’
laws governing limited companies. Fifteen EC directives have
been passed or tabled dealing with: the duties and liabilities of
directors; the power of general meetings; the rights of share-
holders; the preparation of annual accounts; and the liability of
auditors. Worker participation along the lines of current German
practice has been advocated. Because of its contentious nature,
the legislation may not be passed at all, though If it is, it will

Notes
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probably not apply to the smaller firm. Two new forms of company
have been proposed: a European company estatNished under
Community law and a European Economic Interesi Grouping
(EEIG), which would allow small and medium-sized companiesto
co-operate at European leve! without losing their legal and
economic independence. An EEIG would be a partnership, limit-
ed to 500 employees, with members having joint and several
liability for debts. These ‘groups’ can be used for any or all of the
following: sales and promotion; research and development, common
purchasing of raw materials; sharing of services; and joint tenders
for public contracts.

The control of credit is a vital function for the SME and will become
more critical after 1992. Companies must be selective in extend-
ing credit. Bad debts are always a bigger problem for small
companies compared to their larger counterparts. Where possi-
ble, deposits should be obtained and all documentary credit
should be confirmed by first class banks and payable at sight.
Where credit with a payment date greater than thirty days is
offered, owner-managers should build into their final prices a com-
pensatory premium for the time during which payment will be
withheld. Such Instruments can, of course, be sold on, but only at
a discount. Trainers should be acquainted with the potential
pittalls inthe granting of credit, and be ready to advise the company
on the best means of avoiding cashflow problems due to delayed
or non-payment.

Notes
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TRAINER COMPETENCY CHECK 6
Ability to Monitor, Signpost and Train for Changes In

Company Administration and Law

Notes

High Low
1 2 3 4

Abllity to assist in the identification of a 1892 ! '
project champion D :] :l D
Abllity to assist in the assessmeant and monitor- - -
ing of the capability and performance of the ] :] ] ]
1892 champion
Ability to signpost external information sources D D
Ability t0.train staff in documentary procedures D :] D
Ability to understand those aspects of Commu-
nity law which affect small companies D :! D D
Ability to train staff to appreciate the importance
of credit control D D D D
Ability to train staff to monitor company cash-
flow in an international environment D D D D
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7. Ability to monitor, signpost and
train for changes in human
resources

The trainer needs to be able to advise and assist in the drawing
up of a company audi of existing and potential skills and compe-
tencies appropriale tothe new needs of the Single Market. These
might include technical understanding of European standards,
research and development capabiiities, market research compe-
tencies and the abilty to work in and understand different Euro-
pean currencies. Whars deficiencles exist, trainers should be
able to advise on the possibility of skill acquisition by training
existing staff, or the need to employ new personnel.

Perhaps the most important competency required, will be the
ability to converse inanother European language within a com-
mercial context. Contracts and other legal documents require an
exact transiaton. Trainers can signpost where such expert help
can be found. it is highly preferable for firms to be able to speak
to both customers and suppliers in their own language. There is
a correlation betwesen company performance in an international
context and proficiency in aforeign language. Trainers need to be
able to demonstrats to small firms that skill acquisition is an
investment not a cost. They will be able to signpost towards
language training centres. Management, marketing and sales
staff are obvious recipients for this training, but receptionist/
telephonist and any siaff involved in regular contact, (for instance
R & D personnel engaged in collaborative projects), should also be
considered.

Demographic trends mean that there will be even fewer people
with these skils in Europe inthe 1990s. Owner-managers need to
be kept informed of the imminence and importance of these
changes. They aiso need to be aware of the likelihood of large
firms poaching staff withthese skills from SMEs. Owner-managers
may need advice on whether the renumeration packages of key
staff are keeping pace with market rates for skilled staff in those
areas affected by the changas of 1952,

As well as haviny language competencies, staff members who
have to operate in other countries need to be sympathetic and
appreciative of their cultures and customs. The cost of sending
staff to other paris of the Community could be considerable for
small firms. Those undertaking the role should only be sent with
specific objectives and preferably have pre-arranged contacts.
SMEs can be signposted to EC-funded bodies like BCnet, which
provides a useful source of contacts for the small company
seeking collaborative ventures.

Notes
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Notes

Trainers also need to be able to advise on the changes 1892 will
bring to the right to work anywhers in the Community. This willbe
particularly relgvant for the professions. In most cases, profes-
sional qualifications gained in one member state have not enabled
that person to practise in the others, without re-qualifying in whole
or asubstantial part. This system means that an accountantwould
take more than 50 years to become qualified to practics Sroughout
the Community. Mutual recognition will be provided where training
is of a similar nature, and even where diffsrent qualifications can
be gained through either an aptitude test, or a period of supervised
practice not exceeding three years. From 1891, this should resuit
in an increased opportunity to use professionals qualified in more
than one member state. SMEs that are professional practices,
need to be advised of the growth potential rasulting from these

changes.

Those owner-managers with a positive attitude to Europe will nesd
to inculcate a positive European attitude throughout their com-
pany. Residual prejudices have no place in those firms that
expect to succeed in the Single Market. Most small firms will
require continued ftraining inputs to realise the opportunities
inherent in the Single Market which are intrinsically long-term.
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TRAINER COMPETENCY CHECK 7
Ability to Monitor, Signpost and Train for Changes In

Human Resources

High Low
1 2 3 4
Ability to undertake a company skills audit for [
the Single Market D D _] D
Ability to advise on skill acquisition by in-house
training D D D
Ability to advise on the need for new personne! D D D D
Ability to signpost sources of language training D D D D
Ability to signpost appropriate transiation
services 0000
Ability to advise on methods to retain key staff [:] D D D
Ability to monitor staff's operational efficiency in
an international context D D D
Ability to signpost potential partners for
collaborative ventures D D D D
Ability to advise small firms of qualified profes-
sionals about the freedom to practise in other | [ ] [] ]
states
Ability to monitor the depth and extentof a firm's
commitment to the Single Market D D D D
Notes

Guide No. & -30-
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This Guide is one of a series aimed at covering various aspects
of trainer and organiser competency for support of small business
initiation and development. The series includes:

- A Guide to the general competence required of Trainers and
Organisers of small business programmes.

- A Guide to Trainer competency for stimulating Pre-start-ups.

- A Guide to Trainer competency for stimulating Start-ups.

- A Guide to Trainer competency for assisting small businesses
(having under 50 employees).

- A Guide to Trainer competency for assisting small businesses
to cope with the Single European Market of 1992,

A short Intraductory Booklet is available, setting out the overall
objectives of the Guides and how they might be used. In addition,
a brief bibliography of Enterprise training material available in
various community countries is provided.

.
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Preface

SMEs are a very important element of the European economic
and social area which is in the course of construction, and would
be better equippedto perform their role if they were todemonstrate
both solldity and fiexibility. In order to do so, they must be
managed in the best possible manner. The improvement of the
qualifications of owners and managers of these enterprises isthus,
amajor challenge. The Member States cannotignore this fact, and
the Community Action Programme in favour of SMEs takes this
into account in its general orientation.

The improvement of the operational abilities of small and medium
enterprises in the Community, allowing them to seize the oppor-
tunities available as a crnsequence of the Single Market, is the
objective assigned to the Lummission of the European Communi-
ties.

Recent initiatives for the “Preparation of small and medium enter-
prises for the Europe of 1992" (1) are evidence of the crucial role
of the training of owners and managers as seen from this perspec-
tive.

The overali objective of this series of Guides is to help improve the
supply of training for small businesses in the EEC. We recognise
that presently, this supply falls somewhat short of needs and
perhaps even fails to meet effective demand. Ttie challenge to the
supply side therefore, is to convert needs into demands and to
meet these effectively and efficiently. This is critical if SME's are to
be encouraged and supported to take full rdvantage of the Single
European Market by 1992.

Wae reccynise that throughout the community there is already an
extensive supply offer and there are numerous manuals and
guides for those wishing to start small businesses or develop
them. We also recognise that the term small business embraces
many millions of companies of different types, with very different
learning needs. We have not therefore attempted to produce yet
another manual for we do not believe that this would contribute to
closing the gap.

These Guides are based upon the belief thatthe key to closing tt e
gap is the development of a professional cadre of trainers and
organisers throughout Europ< operating to recogniss standards of
competency. They should Iave all the entrepreneurial skills requi-
red to reach the owner-manager and his staff with their services.
And they shoulid be able to practise all they preach in termg of en-
suring that the training product is carefully geared to the needs of
specific groups of consumers.

1) Preparation of small and medium -sized enterprises for the Europe of 1992 -
“Experimental training schemas" SEC (88)1860
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We hope the trainers and organisers will use the Guides for self
and peer assessment and development, and indeed, that this
manual may emerge as a basis for a training programme for the
development of the competencies of trainers and organisers of
small business throughout the Community.

This guide, coming at this opportune moment, will serve to
complement the efforts of DG 23. It will no doubt be a valuable
instrument for all those whoss purpose is to make our European
enterprises more aware of the importance of the quality of their
human rasources as a means of achieving greater competitiveness.

Alan Mayhew

Director

Commission of the EC. DG 23
Brussels

Eugene Muller
Member of the Management Board of CEDEFOP
Luxembourg

Corrado Politi

Deputy Director of CEDEFOP
Berlin
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Notes

BELGIUM

Titles

Title

Title

Bibliography

Kandidaat ondememer, test je ondernemingsgeest
Testing your spirit of entreprensurship
Pre-start-up aovice and trainers guide

Wegwijs bij het starten van jo eigen zaak
Gukie into starting on your own
Pre-stant-up advice and trainers guide

Business plan, praktische gids voor je ondememingsproject
Business plan, a guide for your business venture
Stant-up and existing business advice and trainers guide

Cpvoiging en bijsturing van jo zaak
Succession and your business
Existing business advice and tralners guide

Contact Generale Bank
Studie-informatiecentrum KMO 64/E
Warandeberg 3
1000 Brussel
Tel: 02/516.21.11

Starten voor eigen zaak
Stanting on your own
Start-up advice and trainers guide

Contsct CERA
Parijsstraat 52
3000 Leuven
Tel: 016/24.44.91

Thres brochures

Zeifstandig wordaen, zijn en blijven
Becoming an independent
Pre-start-up aavice and information

Een stap-voor-stap gids naar je eigen bedri)f
A step-by-step guide Into your own business
Pre-stan-up advice and trainers gulde

Syllabus bij de cursus ‘Zelfstandig worden, een alternatief?’
Syllabus to the course *Starting on your own, an aiternative?’
Pre-start-up course osscription

Contact NCMV-Jongeren / NCMV
Stevenstraat 14 / Spastraat 8
1040 Brussel / 1040 Brussel
Tel: 02/23.80.734
Tel: 02/238.05.11
Fax: 02/238.94.54

Note. the NCMV groups a number of professional organisa-
tions. it is a good source for information on all catego-
ries. The brochures mantioned above should be con-
sidered as examples.
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Notes

Title

Thle

Title

Bibliography

Programme materials for all grades from pre-start to 1992,
including advics, training and distance learning

Contact Instituut voor Voortdurends Vorming van de
Middanstand
Institute for Permansnt Training and Education
(+ vocational centres)
Flemish con«wnunity: French community:
Jozef il-straat 30 / Maria-Theresiastraat 1
1040 Brussel 7 1040 Brussel
Tel: 02/218.60.93
Tel: 02/219.37.88

Je eigen zaak

Your Own Business

Gulde for pre-starter, starters and existing businesses.
Programmes of advice and training guidance

Note: The Information in this book is also available on the
smalibusiness data basv, which is updated continual-
ly. For information, pleass contact the KMO-Studie-
cantrum. For tec nical questions or problems,

Contact ORDA-B, Interisuveniaan 27, 3030 Leuven
(Tel: 016/28.02.28)

Financlering en financieel beleld van KMO's in Belgi®
Financing and financial management of SME's in Belgium
Progammes for start-ups and existing business advice, trainers
gulde and distance leaming

Series of six books:

Success in your own business
Profits In your own business
Finance in your own business
Growth in your own business
Management in your own business
Taxes in your own business

To cover all categories of advice training for pre-starts to existing
businesses

Contact KMO-Studiecentrum, UFSAL Brussel
Small Business Research institute, UFSAL Brussels
Vrijheldsiaan 17
108 .. Brussel (Koekelberg)
Tel: 00-32-2-427.99.60
Fax: 00-32-2-427.99.61
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Title Praktische gids voor succesvol ondermemen
Guide for successtul antrepransuring
Pre-star, start-up, existing business - useful for advice trainers
and distance leaming

Contact Kiuwer Rechiswelenschappen
Sanivoortbeekiaan 21-23
2100 Deumne (Antwarpen)
Tel: 03/325.68.80

Titie Starters-programma - Opleidings- en begeleldingsprogramma
voor beginnende en pas begonnen ondememsrs
Programme for tralning and guidance of starters and existing
businessas
Start-up, existing and 1992 type businesses including advice

training and course development

Contact Economische Hogeschool Limburg
Universitaire Campus
3160 Dispanbeek
Tel: 011/22.99.61 (ext 134)

De Vierick School voor Management
Rijksuniversiteit Gent
Sint-Pietersnisuwsiraat 184

8000 Gent

Tel: 091/23.06.09

Université Libre de Bruxelies

Centre de Technologles st de Gestion des Affaires
(Business and innovation Centre)

Avenue F Roosevelt 50

1050 Bruxelles

Tel: 02/642.21.11

Titie SME-management at universities and business schools
Pre-start-up courses

Contact Economische Hogeschool Limburg
Universitaire Campus
3610 Dispenbesk
Tel: 011/22.99.61

Faculté Universitaire Catholique de Mons (FUCAM)
Chaussee de Binche 151

7000 Mons

Tel: 065/31.21.13

Notes

Bibliography -3-
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Notes

DENMARK

Title

Title

Title

Titie

Titie

Bibliography

Kursusplan 1988 Dansk Smedemestar forening
Training programme 1989; Danish Smiths’ Association
Aimed at existing businesses

Contact Magnoliavej 2
DK-5250 Odense SV
Tol: 48 173333

Industrir@dets kurser 1989
Courses of the Federation of Danish Industries
Almed at existing businesses

Contact H C Andersens
Boulgvard 18
DK-1596 Kobenhavn V
Tel: 41 152233

Dansk Ingeniorforenings efteruddannelse
In-setvice course of the Association of Danish Engineers
Aimed at existing businesses

Contact AJOUR
Box 326
DK-2800 Lyngby
Tel: +2 88 23 00

Dansk Arbojdogiveriorenings uddannelise 1989

Training programme of Danish Employers’ Association 1989
Aimed at existing businesses

Contact Ostor Alle 56
DK-8400 Ebelioft
Tel: +6 34 19 33

Teknologisk Institut kursusplan 1989
The Technological Institute - training programme 1989

Contact Gregorsensvej
Postboks 141
DK-2630 Taastrup
Tel: +2 99 66 11

Jysk Teknologisk - kursusoversigt
The Jutiand Technological Institute - survey of training
Guide 10 courses

Contact Teknologiparken
DK-8000 Aarhus C
Tel: +6 14 24 00



Notes

Title

Title

Bibliography

ivasrksasetiergruppen kursusplan 1889
The Entrepreneurial Group - training programme 1989
Almed at starters and existing businesses

Contact Haslegardsvaengel
18-20
DK-8210 Aarhus V
Tol: 46 1522 55

Dansk ivaerksaetterforening
Danish Entrepreneurs’ Assoclation
Contact Amaliegade 15

DK-1256 Kaobenhavn K
Tel: +1 93 20 00
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GERMANY

Tiie Quiz: ‘Winschafiswissen im Weftstreit'
Competition in business knowledge
Almed at puplls of grammar schools

Published by:
Association of young economists in Germany

(Wirtschafisjunioren Deutschland)

Contact Wirtschafisjunioren Deutschiand
Adenauerallee 148
§300 Bonn 1
Attention of: Dr Rainer Neumann
Tel: 0228-104514/5

Title Selbstiindig machen, seibstindig blsiben
To become and remain independent
Aimed at pre-starters and starters

Published by:
Association of German people’s banks

Contact Bundesverband der deutschen Volks- und
Ralffelsenbanken
Atdeilung Bildungspolitik
Mr Clomens Jonas
Heussallge 5
5300 Bonn 1
Tel: 0228-509-234

Title Informationsschrift f0r Lohrer zur Vorbe:w"ing au! dia berufs-
kundliche Aussteliung ‘Berute zum Anfassen’
Information leafiet for the trainers' preparation for the fair ‘To get
in touch with vocations’
Almed af teachers and trainers o/ pre-starers

Published by:
Labour Office (Arbeitsamt) Bonn, Dept for Job Counselling,
Villsmombler Str 101, 5300 Bonn

Contact Volkshochschulzweckverband
Schumannstr 25
5308 Rheinbach

Notes

Bibliography -6-
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Notes

Title

Title

Title

Title

Bibbography

Wintschaft und Unterricht - Informationen fur Padagogen in Schule
und Betried

Economy and instruction - Information for teachers at school and
in business

Almed at tsachers of pre-starters

Publishad by:

Institut der deutschen Wirtschaft (Institute forthe German econo-
my) und Bundesarbeiisgemelnschaft Schula/ Wirtschaft (Federal
assoclation schooVeconomy)

Contact Instiiut der deutschen Wintschaft
Gustav-Helnemann-Ufer 84-88
5000 Kgin 51
Tel: 0221-3702-247 (Mr Spiegel)

‘Bonner Grindungstage’

Bonn's start-up days

Publication connected with the Bonn stan-up days
Almed at pre-starters, starters, and especlaily the trainers of pre-
starters and starters

Published by:
Norman Rentrop Publishing Company, specialised publishing
company for business foundations

Contact Verlag Norman Rentrop
Theodor-MHeuss-Str 4
S300 Bonn 2
Tel: 0228-82050

Leittaden: Jugendmarketing - Das Bbrsensplel mit realem Kapital
Guide: Youth-Marketing - the exchangs simulation with real

capital
Distance ieaming materials aimed at puplis of grammar schools

Published by:

Bundesverband der Deutschen Volks- und Ralffeisenbanken,
Heussallies 5

5300 Bonn 1

Tel: 0228-509-0

Contact Mr Georg Hari (address as above)

For den Markt von mongen

For tomorrow's market

Distance leaming materials aimed at starters of innovative enter-
prises and their trainers

Published by:
Association of German people’s banks

Contact Bundesverband der deutschen Volks- und
Ralffeisenbanken, Abtellung Bildungspolitik
Mr Clemens Jonas
Heussallee 5
5300 Bonn 1
Tel: 0228-509-234
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Notes

Title

Title

Title

Title

Bibliography

Zusatzstudium Innovationsmanagement

Additional course Innovation management (brochure)
Descriplion of coursss aimed at university graduates and senior
students

Published by:

Technische Univorsitiit Berlin, Fachboreich 18
Institut fOr Bstrisbswintschaftsishre
Fasanenstr 4

SekrFAS

D-1000 Beriin 12

Contact Prof Dr Volker Trommsdorif (address as above)
Tel: 030-314-2266

Dokumentation Berufsorientierung In der Mittel- und Oberstufe
des Gymnasiums

Documentation of job-orlentation in grammar school
Descrption of courses aimed al teachers and job counsellors

Published by:
Assoclation of education ministers (Konferenz der Kuitusminister
der Lander)

Contact Sekretarial der Stdndigen Konferenz der
Kultusminister der Linder in der Bundesrapublik
Deutschiand
Nasserstr 8
5300 Bonn 1
Tel: 0228-501-0

lch mache mich seibstindig
I stant up a business
Aimed at starters

Published by:
Chambers of Commerce of the State of Hessia

Contact Industrie- und Handslskammer Frankfurt am Main
Borsenplatz
Postfach 3229
6001 Frankfurt am Main
Tel: 2611-21971

Leistungstriger Mittelstand - FbrderungsmaBnahmen des Bun-
des flr mittelstdndische Untemehmen, Freie Berufe und Exi-
stenzgronder

Federal measures for start-ups and small enterprises

Aimed at stanters and small enlerprises

Published by:
Office for Economics

Contact Bundesministerium f0r Wirtschaft
Referat Offentiichkeitsarbeit
Villemombler Str 76
5300 Bonn 1



Notes

Title

Title

Title

Title

Bibliography

Existenzgrondungsseminar
Course for business start-up
Almed al trainers of starters of craft businesses

Publishad by:
Institute for the techniques of management in handicraft,
Karisruhe, Ressarch Dept of the Gemnan Institute for Handicraft;

Dr Jocham Helzmann publishing company

Contact Akademie dss Handwerks (Craft Academy)
Handwerkskammer Rhein-Main
Mre A Bergmann
Bockenheimer Landstr 21
6000 Franidurt am Main 1
Tel: 069-71000161/82

Wege und Tips 2ur Existenzgrindung
Approaches, checklists and advice for stant-ups
Aimed at trainers as well as starters themselves

Pubiished by:
Humboldi-Taschenbuchveriag Jakobl KG, Munich

Contact Dipi-Ing Helmut Dittrich (author)

StarthiNe
Help tor start-ups
Distance leaming materials almed at starters and their trainers

Published by:
Office for Economics

Contact Bundesministerium f0r Wirtschaft
Abtellung Il
MinR'n Schulte Steinbarg
Villemomblerstr 76
5300 Sonn 1
Tel: 0228-615-2566

Checkilst for stanters by the Assoclation of Young Entrepreneurs
(Bundesverband Junger Untemehmer)
Distance learning malerials aimad at stanters

Published by:
Bundesverband Junger Untemshmer

Contact Bundersverband Junger Unternehmer der
Arbeitsgemeinschatt Seibstandiger Unternehmer e V
Mainzer Str 238
5300 Bonn 2
Tel: 0228-34304
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Title

Title

Title

Title

Bibliography

Seminarprogramme der Existenzgrindungsishrgange der IMKs
und dor Wirtschaftsjunioren Deutschiand

Seminar booklets on the business stan-up courses

Description of courses aimed al starters

Published by:
Chambers of Commerce and Wirtschafisjunioren Deutschiand

Contact Deutscher industrie- und Handeistag
(Head organisation of the Chambers of Commerce
In Germany) ‘
Abteflung X
Postfach 1446
5300 Bonn 1
Bix: *68010325333a#

Der Weg in die Selbstandigkeit - MaBnahmen der Bundasregie-
rung zur Forderung von Existenzgrindungen

Measures of the Federal government with regard to business
start-ups i

Chapter 2: Counseiling measures

Description of courses aimed at starters

Published by:
Office for Economics

Contact Bundesminsterium f0r Wirtschaft
Referat Offentlichkeitsarbeit
Villemombler Str 76
5300 Bonn 1

Mit Erfolg selbstindig - Ratgeber zur Existenzgrindung und
Existenzsicherung
Successfully Independent - guide for start-ups and securing
young businesses
Advice and information aimed at starters and owners of young
micro-businesses

Published by:
Deutscher Sparkassenveriag, Stuttgar

Contact Deutscher Sparkassen- und Giroverband
Simrockstr 4
5300 Bonn 1
Tel: 0228-204-1

Markichancen erkennen und gezieit nutzen

To recognize and utilise market opporiunities

Advice and Information aimed atentreprensurs of micro-busines-
ses In their first growth phase

Published by:
Deutsche Bank Corporation

Contact Deutsche Bank
Zentrale/Firmenkunden-Abteilung
Postfach 100601
6000 Frankfurt am Main 1
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Titie Leittaden f0r junge Unternshmen - Bestandsaufnahme und Exi-
stenzsicherung 5 Jahre nach dem Schritt in die Sebstiindigkeit
Description of and measures 1o be tsken by young enterprises 5
years after starting up
Guide aimed at trainers of young businesses as well as entrepre-
neurs

Published by:

Deoutscher instituts-Verlag Kéin
Gustav-Heinemann Ufer 84-88
5000 K&ln 51

Contact Deutsche Vensinigung zur Féiderung der Weiterbiidung
von FOhrungskrafteon (Wuppertaler Krels) e V Kdin
German Assoclation for the promotion of continuing
education of entreprensurs, Colognse)
Mr Manired E Strombach

Title Projeid- und transferorientierte Ausbiidung
Project- and transfer-oriented education
Gulde aimed s trainers who want to adopt an innovative instruc-
tion styie in croer 1o act as a reference person and as a consullant
for trainees, rather than as a traditional instructor

Published by:
Borreity, Fink, Holzapfel, Kisin,
Sismens Corporation, Munich

Contact Siemens Corporation
Zentralbereich Personal
Abt Gewerbliche Waeiterbilkdung
Koppsir 6
8000 MOnchen 70
Tel: 089-722-0

Title Entwicklungslinien und Entwicklungsrisiken neugegrindeter
Untemnehmen, Schriften zur Mittalstandsforschung Nr 9 NF
Development and risks of new emerprises - results from research
on SMEs
Aimed at young businesses

Published by:
C k Poeschsel Publishing Co, Stuttgant

Contset Eva May-Strobl
Institut 10r Mittelstandsforschung
Maximilianstr 20
5300 Bonn 1
Tol: 0228-72997-0

Notes
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Title DATEV-Programme 2u Jahresabschiuss, Betrisbswirtschattli-
che Auswertungen, Finanzbuchflhrung, sowle zur Lohn- und
Gehalisabrechnung
Programmes by DATEV on preparing accounts at year-end, onfi-
nancial analyses, on financlal accounting, and on accounting for
salaries and wages
Distance leaming materiais almed at small and medium-sized

enterpiises

Pubiished by:

DATEY (Datenverarbeitungsorganisation des steusrberatenden
Berufes in der Bundesrepublik Deutschiand)

(Data processing organisation of the tax advisors In Germany)

Contact DATEV
Baumgannerstrasse 6-14
8500 NUrmberg 80
Tel: 0911-276-0

Title Seminarprogramm - Fort- und Weliterblidung im Handwerk
Course brochure - continuing education In craft businesses)
Description of course aimed at small and young craft businesses

Published by:
Akademis des Handwerks, Handwerkskammer Rhain-Main
Academy of Craftsmanship, Craft Chamber Rhein-Main

Contact Akademie dos Handwerks
Handwerkskammer Rhein-Main
Mrs A Bergmann
Bockenhelmer Landstr 21
6000 Frankfurt am Main 1
Tel: 089-71000161/62

Title Seminarprogramm der IHK-DUsseldor: Seminar Existenzautbau
und Existenzsicherung
Course brochure by the Chamber of Commerce in DUsseldor:
course for building up a business and securing it economically
Description of course almed at micro-businesses

Publishad by:
Chamber of Commerce in Dusssldorf

Contact Industrie- und Handelikammer Disseldor
Martin-Luther-Platz 23
4000 DUsseldor! 1
Tel: 0211-3557332

Notes

Bibliography -12-

f ~
Q l;!:’




Notes

Title

Title

Title

Bibliography

Wegweiser zum EG-Binnenmarkt - Chancen und Risiken for die
deutsche Wirtschaft - Informationen 10r die Untemehmen
Sign-posttothe European Single Market - opportunities and risks
for the German economy - information for enterprises

1992 aovice and information direct for the SME or starter, aimed

at enteprises (especially smaf and medium-sized)

Published by:
Deutsche Industrie- und Handelstag (DINT)
Haad organisation of the German Chambers of Commerce

Contact Deutscher Industrie- und Handelistag
Adenaveralies 148
5300 Bonn 1
Tel: 0228-104-0
Btx: "68010#

Prifilste EG 1992 - MaBnahmen der Untemehmen im EG-Bin-
nenmarkt - Aufgaben rechtzeitig erkennen Chancen und Risiken
richlig einschiitzen

Checkiist EC 1992 - measures by snterprises in view of the Single
Market - recognising tasks in time and evaluating opponunities
and risks

19892 advice and information aimed at small and medium-sized

enterprises

Published by:
Rationalislerungs-Kuratorium der Deutschen Wirtschaft (RKW)

Contact RKW
DOsssidorter Str 40
Postfach 5867
6238 Eschborn
Tel; 06198-495-1

Europdlischer Binnenmarkt 1992 - Ein Leitfaden 10r Handelsver-
treter und Hande!smakier

European Single Market 1982 - a guideline for commarcial agents
and commercial brokers

1992 advice and information aimed at commercial agents and
commercial brokers

Published by:

Veriag CDH-Wirtschaftsdienst GmbH
Geleniusstrasse 1 (CDH-Haus)

S000 Koin 41

Tol: 0221-514043

Contact Centralvereinigung Deutscher Handsisverireter-
und Handelsmakler-Verbinde (CDH), Cologne
{address as above)
President: Mr Norbert Hop!

13
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Title Chancen und Risiken im nsuen europdischen Wattbewerb -
Zusammenfassung der Einfdhrung im Rahmen des Seminars EG
'92: Chancen und Risiken f0r das mitteistindische Untemehmen
Opportunities and risks in the new European compelition -
collected lecture notes to an introductory course
Guide for 1992 Trainers aimed at lecturers and participants of
1892 courses

Published by:
C E Poeschs! Publishing Co, Siuttgan

Contuct Verlag C E Poeschel
Kemerstr 43
7000 Stuttgart 1
Tel: 0711-223067-6v

Titie Europa 1992: Was wird kommen? Chancen und Risiken? Strate-
glen fir die erfolgreiche Erschliessung des Marktes von morgen
- Bausteine fir dis Untemshmenspraxis
Europe 1992; What will come? Opportunities and risks? Strate-
gies for successtully making tomorrow's markets accessibla - ale-
ments for practical business
Guide for 1992 aimed at trainers as well as entrepreneurs
themselves

Published by:
business consultants Brabeck & Partner

Contact Unternshmensberater Brabeck & Partner
Hindenburgstr 18

8134 Pocking
Tel: 089-8571314

Title EG-Binnenmarkt '92 - Chancen und Risiken fir Betriebe
European Single Market "92 - opporiu,ities and risks for enter-

1992 Guide aimec at trainers of entrepreneurs and entreprensurs
themselves

Published by:
Rudol Haute Publishing Co

Contact Rudolf Haule Verlag
Redaktion EG-Binnenmarkt
Postfach 740
7800 Freiburg im Breisgau

Notes
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Europilische Defizite, europliische Perspekiiven - sine Be-
standsaufnahme tlr morgen - Strateglen und Optionen fir die
Zukunft Europas

European deficits, European porspactives - a close-up for tomor-
row - strategies and options for Europe’s future

Distance legrning materials almed at decision-makers in busi-
ness and politics

Published by:
Verlag Bertelsmann Stiftung, GOtersioh

Contact Bertelsmann Stiftung
Forschungsgruppe Europa
Moltkestr 10
4830 GUtersioh 1
Tel: 05241-8603-0

Memorandum zur Europapolitik

Notes on European policy

Distance isaming matsrials aimed at decision-makers in business
and poilics

Published by:
Federal Association of Gemman Industry
(Bundasverband der Deutschen Industrie)

Contsct Bundesverband der Deutschen Industrie ¢ V
Qustav-Heinemann-Ufer 84-88
5000 Kdin 51
Tel: 0221-370800
Telox: 8882601

Seminamprogramme “VorbereRung au! den EG-Binnenmarkt 1992"
und “‘Untemehmenskooperationen im zukUnftigen EG-Binnen-
marnit*

Course programmes “Preparation for the European Single Market”
and “Co-operations among enterprises in the Single Market”
Course description almed at starters, SMEs and trainers

Publishad by:

Landesgruppen Hessen und Rheinland-Pfalz desRationalisle-
rungs-Kuratoriums der Deutschen Wintschaft {(RKW)(Association
of the RKW In the Lander of Hessla and Rheinland-Plalz)

Contact Landesgruppe Hessen: Tel: 06196-495-359
Landesgruppe Rheinland-Pfalz: Tel: 06131-233761

Seminarprogramme "Untemehmensstrategien {0r Europa 92"
Course programme “Strategies for enterprises for Europe 92"
Description of course aimed at starters, SMEs and trainers

Published by:
Educational centre of the Chamber of Commarce in Duisburg

Contact |HK Bildungszentrum
Postfach 101508

4100 Duisburg 1
Tel: 0203-2821-282

-15-
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FRANCE

Titie Stratégle pouria création d'entreprises: créaiicn, reprise el déve-

loppementde l'entreprise
Analysele ‘profil’ du créateur; pour les repreneurs, expliqre com-
ment estimer la valeur d'une entreprise et negocier soi rachat

Contact Robert Papin, Dunod &d. 1886, 26me sdition

THie Devenez votre propre patron
250 pages ou ostte créatrioe d'entreprise vous donne des consells
d2 ‘sage-fomme’ pour faire accoucher sans douleur votre projet.

Simple et franc-parier ...
Contsel  Jeanns Courouble, Marabout Ed, 1987

Title Guids Ju créateur d'entreprise
Tout surles nouvelis aldes & la création, avec les adresses utites.
Trols partiss: comment collecter I'information, les e8apes de la
création, les aldes A la création

Contact Phiiippe Gorre, Chotard Ed, 1987, 99me edition

Title Mémento pratique du créateur d'entreprises
Guide pratique sous formes de fiches classées de A a Z. Rédigé

par un expg.n-complabls, I'ouvrage est bourre d'astuces juridi-
ques, fiscales, financléres ...

Contact Patrick Lafond, Le Monde de L'Entreprise Ed, 1886

Title Demain Je crée mon entreprisn - Guide juridique pratique de

l'entrepreneur
Les principales formules juridiques, leurs consedquances fiscales
ot sociales

Contact Dominique Riera, Media 2000 Ed, 1986

Title Créer ou reprendre une entreprise
576 pages, neuf ré-6ditions, la dernidre en 1986, Tout surtout, de
Ia nalssance de I'idée au demarrage de I'activité

Contact ANCE

Title Créer une entreprise arlisanale ou de petite taille
160 pages. La mdme chose que 8 précédent, mais sur los petites

antreprises
Contact ANCE

Notes
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La collection de 'dossiers-guides’ de FANCE
40 pages. Par secteur d'activite (industrie, commerce, servkes,
artisanal, innovation).

Contact ANCE

Encyciopédie Deimas pour Ia vie des affaires
80 titres, 8 sdries essentiolloment juridiques, du sponsoring au
drolt de Pinformatique. 200 & 300 pagas le volume

Contact Collection 'Ce qu'il faut savolr, Delmas Ed

Trois series differentes:

1- Noles d'information (par exemple: ‘Les aides fiscales A la
création d’entreprises’)

2 - Documentation pratique (par exsmple: ‘Gedrants de SARL,
connaissez vos obligations’)

3 - Guides pratiques de gestion, pour les commergants (par
exempie: ‘Comment prévolr sa trésorerie’)

Contsct Chambre de commerce et d'industrie de Paris

Les Cahlers techniques de FANCE
80 pages. Documentation peédagogique, qui permet aux créa-
teurs de faire des choix dans des situations concrétes

Contact ANCE

Le macroscope
Offre une approche systemique des organisations (douit les
entreprises) confronides A un snvironnement complexe

Contact A de Rosnay, Point-Seull Ed

L'entreprise du 3dme type
Propose une réflexion surl'organisation et les objectifs de I'entre-
prise ‘Modemne'.

Contact G Archier ot H Serieyx, Seuil Ed

La création d'entreprise, un enjeu local
Ecrit parune équipe de soclologues, cet ouvrage donne des points
de repéres du point de vue du developpement local

Contact J Arocena, P Bamoux, G Mingust,
La Documentation Frangaise

Artisanat et capitalisme

Analyse le rdle de 'entrepreneur dans son entreprise (soft de type
‘artisanal’, il produit, seul o't avec d'autres, des objets ou des ser-
vices; solt de type ‘capitaliste’ Il gdre, vend ...)

Contact C Jaeger, Payot Ed.
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Université d'sie Ance

Programme pack designedto run along a 10-day summer school
to inform teachers about enterprise creation for the promotion of
business stant-up

Apprendre a Entrepreudre
Manual for teachers and other professionals in the flsid of

enteiprise creation

Contaot ANCE
142 Rue de Bac
75007 Paris

Crea Team
Computsr software package of simulated business games 10
stimuiate business staii-up in young people

Contact Patrice Chereay

8 Rue Picardle
91130 Ris Organis

Depart
Software package for SME's

Valise pedagogique
Teaching aide package for SME's

Contact Assembiee Permanente das Chambres do Metlers

12 Avenue Marccau
75008 Paris

- 18-
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IRELAND

Title

Titls

Title
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Project for the Integrated Provision of Education (PIPE)
Course pack on enterprise development

Contact Ms Marion O'Riordan
Project Leader
Curriculum Development Centre
island House
Cathedral Square
Galway
Ireland

Action for Enterprise
Video about community/co-operative enterprise start-up

Conisct Peter Finnegan
FAS
The Training and Emplayment Authority
Servioe 1o Industry Division
PO Box 458
27-33 Upper Baggot Street
Dublin 4
Ireland

Enterprise Files
Self-helpfiles containing comprehensive Information on enterprise
and business start-up

Contact Colin Tobin
Careers Office
University College
Belfield
Dublin 4
ireland

Starting your own Business

Guide to business stant-up, including sections on constructing a
business plan, finance, accounts and taxation, employing others
and legal issues

Contact Leslie McKee
Emst and Whinney
Stephen Count
18-21 St Stephens's Green
Dublin 2
Ireland

Small Businass Digest
Quarterly publication which builds into a comprehensive guide to
starting and running a business

Coniact Ulster Bank Ltd
33 College Green
Dublin 2
ireland

-19.
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Setling up and running your own craft workshop
Deals with the basic slements of starting up and running a crafts
business

Contact Frank Sufton
Executive Officer
The Crafts Coundl! of Ireiand
Thomas Prior House
Ballsbridge
Dublin 4
ireland

Running your own business
Guide to business start-up

Contact The Manager
Small Business Service Section
Stokes Kennedy and Crowley
7 Stokes Place
Stephen's Green
Dublin 2
Ireland

Presenting your case to a financial institution
Covers the process of doveloping ideas into viable business
propositions

Contact Marketing Manager
Marketing Department
Head Office
Bank of reland
Lowar Baggot Street
Dublin 2
Ireland

Financial Pianning and Control
Effective Costing

Financial Management & Book-keeping
improving Product Effectivensess
Analysing your Product Line
Developing Existing Markets
Capability for Change

Sefting and Reaching your Objectives
Improving Manufacturing Performance
Recruiting your Workforoe

Leadership: Motivation and Teamwork
Going Limited

Researching New Opportunities

All mainly for existing businesses

Contact All publications may be purchased from:
FAS
The Training and Employment Authority
Service to Industry Division
P O Box 456
27-33 Upper Baggot Stree!
DUBLIN 4
ireland

353



ITALY

Title impara a intraprendare
Leam to start your business

Manual for pre-starter students

impara & intraprenders
Leam to stant your business

Manual for trainers of pre-starters

Seminario di formazione dgl formatori
Seminar for tralning of tralners

US Small Business Adminisiration- Questionario per la selezione
degli studenti
Questionnalre for vocational selection {translated from English)

Scuola di psicologla dell'organizzarione- Questionario per la
selezione degll studsnti Quastionnaire for vocational selection

Comast For all above:

ISFOL
Via Bartolomeo Eustlachio 8
00161 Roma

Title intraprendare a 20 anni
The young entrepreneurs

Un ricercatore crea un'impresa
A researcher is starting his firm

Cnic, antiglani da choc
The start of some micro-firms

Videocassettes for sensilzation in school, all three produced in
France by ANCE, transiated and doubled by ISFOL Audiovisual
Laboratory, Roma 1988

Dalla scuola all'impresa
italian cases of stant-up

Contact ISFOL
Via Bartolomeo Eustachio 8
00161 Roma

Notes
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Reglone Lombardia-imprenditorialita giovanile:
gli interventi reglonali

The regional support to the young entreprenaurs
Il circuito della creazione (ANCE)

The circult of starting a firm

Translated from French

Contact FORMAPER
Chamber of Commerce
Via Brisa
20123 Milano

Ministero de! Mezzogiorno - Comitato per lo sviluppo di nuova
imprenditorialith glovanile-Glovan! & Impresa

The young people and the firm
Recurring - Roma

Ministero del Mezzagiomno - Comitato per lo sviluppo di nuova
imprenditorialitd giovanile -Manuale per i neoimprenditori del Sud
ammessi alie agevolazion della legge 44/86 e che frequentano gli
apposiil corsi start-up

Manua! for the new entrepreneurs authorised 1o the credit faciti-
ties of Law 44/86 and who participate in the special stant-up
courses - Rome 1988

Mimeographed textbooks for the participants to start-up courses

Contact Ministero dsl Mezzoglomo
Comitato per lo sviluppo di nuova impreditorialita’
glovanile
Plazzale di Porta Pia 121
00187 Roma

Metters! in proprio - servizi ai nuovi imprenditor

To start his own business - tha services 1o the benalit of the
neweomers

Mimeographed 1988

Contact FORMAPER
Chamber of Commerce
Via Brisa
20123 Milano

Test per la valulazione dell'idea imprenditoriale
Questionnaire 10 test the maturity of the business idea
Trainars guide, transiated from Finnish

Contact FORMAPER
Chamber of Commerce
Via Brisa
20123 Milano

.22.
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Ministero de! Mezzogiorno - Comitato per lo sviluppo di nuova
imprenditorialita’ giovanile - Manuale per | docanti al corsi di for-
mazione imprenditoriale previsti per | neoimprenditori ammessi
alie agevolazioni dalia logge 44/86

Manualfor tralners of the special courses 10 the bensfit of the new
entrepreneurs authorised to the credit faciiities of Law 44/86

Roma 1088

Contact Ministero del Mezzogiorno
Comitato per lo sviluppo dl nuova impreditorialita’
glovaniie
Piazzale di Porta Pla 121
00187 Roma

Dispense per.

Special mimeographed textbooks for.
- Marketing

- Finance of first three years

- Accounting

- Legal and administrative proceedings
- Venture capital and cradit facliities

- Organisation

Trainers gulde

Contact FORMAPER, Milano

Come avviare e gestire con successo un'attivita’ propria
How 1o start and manage a successful fim

Transiated from English and mimeagraphed

Contact FORMAPER
Chamber of Commerce
Via Brisa
20123 Milano

Corso compieto di avviamento dell'impresa in 11 ore
Fuli stant-up course in 11 hours
Vidsocasseties (VHS), produced by G Russo

Contact FORMACOMsas
Via Rancati 37
20127 Milano

Ministero del Mezzogiorno - Comitato per lo sviluppo di nuova
imprenditorialita’ glovanile - Glovani, Impresa @ Mezzogiomo -
multimediale con video di 30°

The Young Paople, the Enterprise and the South - a multimedial
including a videocassette VHS 30

Content: (a)the South development, (b) the Law, (c)the Business
Pian

Contact Ministero dal Mezzogiomno
Comitato per ko sviluppo di nuova impreditorialita’
glovaniie
Piazzale di Pornta Pia 121
00187 Roma
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Title CERVED - un disco per apprendere
A disk to learn - How to use the CERVED databanks for simple
marksting research

Software for PC:  Disk 1 (national lavel)
Disk 2 (for export)

Contact CERVED - Divisione Formazione
Via Appia Nuova 696
00179 Roma

Title Sell-analys:s questionnaire - P Zini & G Pantaleoni
For the sta ‘¢

Contact  FORMAPER
Chamber of Commerce
Via Brisa
20123 Milano

Title Agenzia Industriale itafiana - Check up deli'azienda - guida alla
diagnosi di gestione di una piccola @ media industria
A guide for the diagnosis of a small firm

Contsct Ed Buffetti, Roma 1983

Title Il controtio gestionale nella piccola @ media impresa
The audit of a SME

Contact P Zini & G Pantaleoni
La Poliglotta
Milano 1981

Title Check-up della picoola azienda
The check-up of a SME software for PC IBM or IBM compatibles
and LOTUS programme. (The inputs are the last two budgets)

Contsct FORMAPER
Chamber of Commerce
Via Brisa
20123 Milano

Title Marketing per titolari di piccols imprese
Marketing managemsnt for SMEs

Irish production, translated from English. A multimedial mean
package including videocasseftes VHS, open learning books,
audio records. FORMACON 1987

Contact FORMACOMsas
Via Rancati 37
20127 - Milano

There are only researches, enquiries and reports on 1992, not for training, at this
moment. No special course.
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NETHERLANDS

Titie

Title

Title

Title

Title

Bibliograghy

Een slagerij beginnen?
To start a bulcher-shop?

Aimed at persons wanting to stant a butcher-shop

Contact Economisch Instituut voor het Midden- en Kisinbedrijf
Postbus 7001
2701 AA Zostermeer
Tel: 079-413634

Eigen Bedriji?

Own Company?

Aimed at advisers for starters. All aspects conceming the start of
a business and entrepreneuning

Contact Tjesnk Willink
Postbus 25
8000 AA Zwolle
Tel: 038-211444

Toekomstige Ondernemer
Future Entreprensur
Aimed at those starting & business

Contact Algemene Bank Nederland
Antwoordnummer 1585
1000 PA Amsterdam
Tel: 020-292726

De ondememer en zijn ondemaming

The entreprensur and his enterprise

Publication of the notary organisation about legal aspects con-
ceming the enterprise

Aimed at starters

Contact Koninklijke Notarié'e Broederschap
Postbus 96827
2509 JE Deon Haag
Tel: 070-469697

Start van een onderneming

Start of a business

Legal aspects and taxes concerning starting and growth of a
business

Aimed &t starters

Contact Klynveld Kraayenhot & Co, Accountants
Postbus 7137
1007 JC Amsterdam
Tel: 020-5469111
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Ondememen en de vastigingswetgsving
Enterprise and the permit to establish a business
Aimed at starters

Contact Prins
Langestraat 48
Brielle
Tel: 01810-17483

De uridische organisatie van de ondememing

The legal structurs of the enterprise

About all kinds of legal aspects conceming the enterprise
Aimed at startsrs and existing businesses

Contact Vakgroep Recht Universiteit van Amsterdam
FEW
Jodenbroeestraat 23
Kamer 2344
1011 NH Amsterdam

Marketing en detalthands!
Marketling and retailing
Almed at existing businesses

Contact Wolers-Noordhof
Postbus 567
9700 AN Groningen
Te!l: 050-226886

Aimed at helping those starting a business

Contact Faktor Consultants for smal! business
BurgemeeJster Hofimanplein 10
3071 XJ Rotterdam
Tel: 0104144811

Financiee! management
Financlal management
Mainly for existing businesses

Contact Faktor Consultants for small business
Burgemeester Hofimanpiein 10
3071 XJ Rotterdam
Tel: 010-4144811

Cifferwerk
Budgeting and accounting
Mainly for existing businesses

Contact Faktor Consuitants for small business
Burgemesstier Hoffmanplein 10
3071 XJ Rotterdam
Tel: 010-4144811
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Title

Title

Title

Title

Title

Bibliography

Een eigen bedrijf beginnen

Start your own business
Orientation on starting a business
Aimed at the business starter

Contact Naderiandsche Miidenstandsbank
Postbus 1800
1000 BV Amsterdam
Tel: 020-5439111

Dosigericht Ondememen

Effective entrepransuring

Work book for course for entrepreneurs on television and radio
Almed at existing businesses

Contact Teloac
Postbus 2414
3500 Utrecht
Tel: 030-95691 1

Marketing for SMEs
Textbook for course on television and radio

Contact Teleac
Postbus 2414
3500 Utrecht
Tel: 030-956911

Ondememerswijzer

Guide for entrepreneurs

Guide with examples of all kinds of often used forms and
contracts for entrepreneurs. For existing businesses

Con'act Kiuwer
Postbus 23
7400 GA Deventer
Tel: 05700-47111

Draaiboek voor de starl van een bediijf
Scheme for starting a business
Work book with all steps for founding a business. For stan-ups

Contact Hoofdbedrijfschap Ambachten
Postbus 80701
2508 GS Den Haag
Tel: 070-514471

Management
Comespondence courses for peopie in a management position

Contact Lekdse Onderwijsinstellingen
Antwoordnummer 1

2300 VB Leiden
Tol: 071-451883
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Correspondence course for the permit to establish a business
Aimed & starters

Contact Leldse Onderwijsinsteliingen
Antwoordnummer 1
2300 VB Leldon
Tel: 071-451883

Correspondence course for the permit to establish a business
Aimed at staters

Contact PBNA
Velperbultensingel 6
6828 CT Amhem
Tel: 085-575911

Cormrespondsnce courses about management subjects
For all groups

Contact PBNA
Velperbultensinge! 6
8828 CT Amhem
Tel: 085-575911

Courses for entreprensurial education
Correspondence courses published by numerous branches of
industry about several subjects. Aimed at all groups

Contact Information about all courses:

Vereniging van cursorisch branchgerichte
ondernemersepleidingsn

Postbus 85868

2508 CN Den Haag

Tel: 070-5068050

Video course for retalling
Textbook with videotapes for entrepreneurs in retailing
Aimed at existing businesses

Contact Hoofdbedwrifischap detailhandel
Nieuwe Parklaan 74
Den Haag
Tel: 070-514261

Courses about financial economic subjects
Textbook and videotape published by an accountant. Expensive.
Aimed at existing businesses

Contact Stichting Thuisdocent
Tel: 02975-63600

.28-
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Cursorische oplekdingen voor ambacth, dienstveriening, horeca
en vsrvoer

Description of oral and correspondence courses for craft, sarvics
Industries, catering and transpoitation

Almed at existing businesses

Contact CEDEO
Postbus 86804
2509 Den Maag
Tel: 070-244068

Cursorische opleldingen voor de detailhandel
Description of oral and correspondence courses for retailing

Contact CEDEO
Postbus 56804
2509 Den Haag
Tel: 070-244068
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PORTUGAL

Title Inovagho para Jovens Empresadrios
Innovation for Young Entrepreneurs (1887)

Contact |APME]
(Instituto de Apolo &s Pequenas e Médias Emprasas
@ a0 Investimenio)
Rua Rodrigo da Fonseca 73
1297 Lisboa Codex
Tel: 52 54 19
Telefax: 56 31 61
Telex: 15657 IAPMEL P

Title Criagio de Empresas - Guia Prético
Aimed at start-ups: a practical guide (1987/1988)

Contact 1APMEI
(Instituto deo Apolo ds Pequenas ¢ Médias Empresas
8 a0 Investimento)
(institute for the Support of Small and Medium-Sized
Enterprisas anc o Investment)
lua Rodrigo da Fonseca 73
1297 Lisboa Codex
Tel: 5254 19
Telefax: 56 31 61
Telex: 15657 IAPMEL P

CGD
Caixa Geral de Depdsitos

IEFP
Instituto de Emprego e Formag&o Profissional

Title Estudo de Viabilidade da Nova Empresa: Eduardo Cruz
Feasibility Studies for New Ventures (1987)

Contact CIFAG
Centro de Informac8o, Formagéo e Aperlsicoamento
om Gestéo
Av. Jufio Dinis 11
1000 Lisboa
Tol: 73 15 11, 76 60 82
Telefax: 73 10 91
Tolex: 14176 IPELIS P

Notes

Bibliography -30-
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Title Cooperaghid entro Empresas: J Marques Apolinario
Co-operation between Enterprises (1984)
Aimed at existing businesses

Contact /APMEI
(Instituto de Apoio 4s Pequenas @ Médias Empresas e
a0 Invastimerto)
(Institute for the Support of Small and Medium-Sized
Enterprises and to Investment)
Rua Rodrigo da Fonseca 73
1297 Lisboa Codax
Tel: 5254 19
Telefax: 56 31 61
Telex: 15657 IAPMEL P

Title Subcontrataglo: J Marques Apolinario
Subcontracting (19R6)
Aimed at existing businesses

Contact |APMEI
(Insti2:t0 do Apoio &s Pequanas e Médias Empresas @
a0 | westimenio)
(Institute for the Support of Small and Medium-Sized
Enterprises and to Invesiment)
Rua Rodrigo da Fonseca 73
1297 Lisboa Codex
Tel: 5254 19
Telefax: 56 31 61
Telex: 15657 IAPMEL P

Title Inovagdo Industrial
Industrial Innovation (1983)
Aime ~t gxisting businesses

Contact IAPME!
(Instituto de Apoio as Pequenas ¢ Médias Empresas e
a0 Investimento)
(Institute for the Support of Small and Medium-Sized
Enterprises and to Investment)
Rua Rodrigo da Fonseca 73
1297 Lisboa Codax
Tel: 52 54 19
Telefax: 56 31 61
Telex: 15657 IAPMEL P

CGD
Caixa Geral de Depésitos

Notes |

Bibliography -31-
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Notes

Title Novas Tecnologias
New Technologiss {1885)
Aimed at existing businesses
Contact IAPMEI
{Instituto de Apolo &s Pequenas ¢ Médias Empresas e
ao Investimento)
(Institute for the Support of Small and Medium-Sized
Enterprises and to Invastment)
Rua Rodrigo da Fonseca 73
1297 Lisboa Codex
Tel: 5254 19
Telefax: 56 31 61
Telox: 15657 IAPMEL P
CEDINTEC
Centro para o Desenvolvimento e Inovagho
Tecnolégica
Titie Transferéncia de Tecnologias
Technology Transter (1986)
Aimed at existing business
Contact IAPMEI
(Instituto de Apoio &s Pequenas o Médias Empresas e
ao Invastimento)
{Institute for the Support of Small and Medium-Sized
Enterprises and to Investment)
Rua Rodrigo da Fonseca 73
1297 Lisboa Codex
Tel: 52 54 19
Telofax: 56 31 61
Telex: 15657 IAPMEL P
CEDINTEC
Centro para o Desenvolvimento e Inovagdo
Tecnoldgica
Title Fundos e Programas Comunitaérios
EEC Funds and Programmas (1987)
Diagnéstico da sua Empresa: A Persira Magro
Your Enterprise Diagnosis (1983)
A Gesto Financeira da sua Empresa: A Pereira Magro
Financial Management in your Enterprise (1983)
O Marketing da sua Empresa: A Pereira Magro
Marketing in your Enterprise (1984)
Como Financiar a sua Empresa: A Pereira Magro
How to Finance your Enterprise (1985)
A Gestho des Vendas da sus Empresa: A Pereira Magro
Sales Management in your F-nterprise
Bibliography -32-
Ny~
I J



A Gestio da Produgho da sua Empresa: A Pereira Magro
Production Management in your Enterprise (1986)

A Gesiio do aprovisionamento da sua Empresa: A Pereira
Magro
Stock Management in your Enterprise (1986)

A Exportag8o na sua Empresa: A Pereira Magro
Exports in your Enterprise

A Gestio dos Custos na sua Empresa: A Pereira Magro
Cost Management in your Enterprise (1988)
All the above are aimed at existing businesses

Contact IAPME!
(Instituto de Apoio &s Pequenas e Médias Empresas ¢
2o Investimento)
{Institute for the Support of Small and Medium-Sized
Enterprises and to Investment)
Rua Rodrigo da Fonseca 73
1297 Lisboa Codex
Tel: 5254 19
Telefax: 56 31 61
Telex: 15657 IAPMEL P

Title Guia para Elaborag&o de Projectos Industriais
Guide for Industrial Projects Elaboration (1985/1988)

: Contact 1APME!

{Instituto de Apoio &s Pequenas @ Médias Empresas @
80 investimento)

(Institwte for the Support of Small and Medium-Sized
Enterprises and to Invastment)

Rua Rodrigo da Fonseca 73

1297 Lisboa Codex

Tel: 52 54 19

Telefax: 56 31 61

Telex: 15657 IAPMEL P

CcGD
Caixa Geral de Depésitos

Title Planeamento Estrategico para PME: Eduardo Cruz
Strategic Planning for SME (1988)

Contact CIFAG
Centro de Informagdo, Formagao e Aperfeicoamento
em Gestéo
Av. Julio Dinis 11
1000 Lisboa
Tel: 7315 11, 76 60 82
Telefax: 73 10 91
Telex: 141768 IPELIS P

All theso publications can be considered useful as advice and information direct
for the SME or starters. The "Start-ups: a Practical Guide” can also be used as
a Guide for Trainers.

Notes
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SPAIN

Title Gula del promotor de autoempleo: Madrid 1986
Aimed at pre-starnt-up

Contsct INEM (instituto Nacional de Empleo)
Subdireccién General de Promocion de Empleo
c/Condesa de Venadito n° 9
26 027 Madrid

Espafia

Title Agenda para |a creacion de empresas: Madrid 2 Edic. 1988
Aimed &t stan-ups

Contact IMPI (Instituto de la Pequenia y Mediana Empresa
Industrial)
Subdireccién General de Estudios del IMPI
Paseo do la Castellana, 141
28046 Madrid

Espafa

Title Cémo crear una empresa; Madrid 3* Edic. 1988
Aimed at start-ups

Contact IMPI (Instituto de la Pequeha y Mediana Empresa
Industrial)
Subdireccidn General del Estudio de! IMPI
Paseo de la Castellana, 141, 20
28048 Madrid

Espafa

Title Diez pasos para crear una empresa ,Bilbao 1985
Aimed at stan-ups

Contact Sociedad para la Promocion y Reconversién
industrial S .A.
Gran Via 35
32planta
48009 Bibbao
Espafa

Title Lo que todo pequefio empresario debe saber
Geoffrey G. Merediht.. OIT. Ginebra , 2= Edic. 1986
Aimed at existing small businesses

Contact Oficina de Pubiicaciones Oficiales
de las Comunidades Europeas
Castellé 35
E-28001 Madrid
Espafa

Notes
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Title Creaacién de empresas.
Formas juridicas y tramites legales . Impiva. (1988)
Aimed at start-ups and existing businesses

Contact IMPIVA (instituto de la Mediana y
Pequena Empresa Valenciana)
Generaltat Valenclana
Piaza del Ayuntamiento, n* 6
48002 Valencla

Title Como crear su propla empresa. Factores clave de gestion:
M. Ludevia y M. Ollé Boixareu Editores 2+ Edic. 1987
Aimed a1 star1-ups

Contact Marcombo S.A.
Gran Via de les Corts Catalanes, 594
08007 Barcelona
Espafa

Title Gula de autoempleo. Fichas de informacion tecnica
Barcelona , 18 Edic. 1988
Aimed &t pre-start and stan-up

Contact Direccién Provinclal del INEM
(Institito Nacional de Empleo)
Via Laystana 16
6t planta
08003 Barcelona

Espana

Title Video interacti«c de autodiagnostico empresarial,
Barcelona 1988
Aimed at existing businesses

Contact MABB, Sistemas interactivo S.A.
Infanta Carlota 123, 3%~ C
08029 Barcelona

Espafa

Title Pensando en su empresa (Formas uridicas de constitucion,
tramites, seguridad social)

Contact IMADE (Instituto Madrileno de Desarrolio)
Servicio de Informacién y Asesvramiento empresarial
C/ Garcia de Paredes 92,
28010 Madrid

Espafha

Notes
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UNITED KINGDOM

Title Education for Enterprise
A manual for enterprise in schools
Vol 1: 14-16 year olds
vol 2: 16-19 year olds

Contact Durham University Business School
Mill Hill Lane
Durham DH1 3LB

supported by British Stee! (Industry) and Department
of Trade and industry, 1986

Title Private Enterprise Programmes
13 bookists/manuals covering marketing, selling, sales
promotion, finding new products, sources of finance,
book-keeping, basic accountancy, financial control, managing

growth, capital in business, employing peopie, taxation.
Almed at micro-business

Contasct The Training Agency
Moorfoot
Shefileld S1 4PQ

Title Business Enterprise Programme
A trainer guide to start-up training

Contact The Tralning Agency
Moorioot
Sheffield S1 4PQ

Title Graduate Enterprise Programme
A guide to graduates starting in business

Contact Cranfield School of Maragement
Cranfieid
Bedford MK 430 AL

Title Your Business Success
Training needs analysis and smali business development, for
existing businesses

Contact CASDEC Ltd
Chester le Strest
Co Durham

Durham Small Business Club
New College

Framweligate Moor

Durham DH1 5ES

Notes

Bibliography -36 -
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Title

Title

Title

Title

Title

Bibliography

Skill into Business
A manual for start-up training - trainers manual with cases

Contact Durham University Business School
Mill Hill Lane
Durham DH1 3LB

routh Enterprise Resource Kit

Manuals for both entreprensurs and trainers in the young enter-
prise fleld, including the foliowing titles: The Enterprise Option;
Setting up and Running a Youth Enterprise Centre; Youth Enter-
prise Resource Rank: Business Made Simple; Financial Control
and Accounts; Marketing for Success; Employing People.

Contact Project North East
60 Grainger Street
Newcastie upon Tyne
NE1 5JG

Counsaliing Skills, the Creation anid Development of Emwrprise
through Counseting
Video ebout small business counseling

Contsct Tim Atterton
Durham University Business School
Mill Hill Lane
Durham DH1 3LB

Start up and Go with NatWast: Profit by Planning with NatWest
Promotional lterature aimed at stan-ups

Contact Any NatWaest Bank

Most major banks and accountancy firms publish
simiiar iterature. This is free and widely available from
the organisation concerned.

Mini-Company Kit: Elizabeth Bray

An enterprise resource pack coacentrating on the setting up of
mini-companies

Aimed at pre-starters

Contact Longman Resources Unit
Freepost
York YO1 1TU

.37 -
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BEST COPY AVAILABLE
CEDEFOP — Europear: Centre for the Development of Vocational Training
‘Training for small businesses in the European Community’

Selected start-up and enterprise training material in Europe

(Guides to competency in the design of effective training programmes)

Allan Gibb

Durham University Business School

CEDEFOP Document

Luxembourg: Office for Official Publications of the European Communities

1990 — X1, 38 pp. — 21.0 x 29.7cm

ISBN 92-826-1917-6

Catalogue number: HX-58-80-451-EN-C

Price (exciuding VAT) in Luxembourg: ECU 20 (folder containing seven broct. sres)
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