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“You can own your own sales business, be your own b oss,  
and earn over £60,000 per annum.”  

 
 
 
Hello, 
 
Thank you for your interest in our franchise opportunity. 
 
My name is John Wincott, Franchise Director for The Herne Group, and I am delighted that you 
have taken the time to consider this exciting franchise opportunity. I believe that this franchise gives 
you a unique chance to build a business in a pure sales role that will enable you to generate a 
substantial and secure income, with a growing renewal income year on year. 
 
 
Who are we Looking for?  
 
We are looking for people who: 
 

· Have had a successful career in sales with a proven track record.  
· Are looking to start a new business in a professional marketplace. 
· Can communicate with professionals such as accountants and also work with small 

business owners. 
 
You must have considerable experience in direct sales – this franchise opportunity is in a purely 
sales role.   
 
You know how to network and work with centres of influence to generate new business.   
 
You will be comfortable and confident in conversing with Accountants, Solicitors and other 
Business Professionals. 
 
You need a significant income level; you are probably looking to earn £50,000 to £70,000 or more 
per annum. 
 
You have drive, enthusiasm, motivation, and 
determination.  
 
You have been in sales for a minimum of three years.  

“This is a tremendous opportunity for 
professional sales people who want to 
take control of there own destiny and 
earn what they are worth.” 
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The Prospectus  
 
The Prospectus will show you exactly how this franchise opportunity can work for you. It provides 
information on our background, and a full description of the business model and earning potential. 
Your initial investment is also covered including details of our special, unique staged payments 
plan. 
 
The prospectus should answer most of the questions you are likely to have, and I am always very 
happy to provide any additional information that you may require by telephone or e-mail. 
 
 
The Way Forward  
 
Once you have read through the prospectus, if you believe that this opportunity could give you the 
freedom that you want, then fill in the form at the back of this prospectus and send it to us by post, 
fax or e-mail, or alternatively call us on 01592 743131. We will then arrange to meet with you to 
discuss this exciting opportunity. 
 
We look forward to hearing from you. 
 
Yours sincerely 
 
 
 
John Wincott 
Franchise Director 
The Herne Group  
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Franchise Opportunity – Key Features  
 
 
The Herne Group franchise opportunity has the following Key Features: 
 
Franchise Fee:   Yr 1 - £8,999 + VAT, Yr 2 - £4,999 + VAT  
 
Earnings Potential –    Yr 1 …… £40,726 
    Yr 2 …… £66,902 
    Yr 3 …… £90,463 
 
 
Based on a Sales Level Per month of 6 accountants and 2 small business clients 
 
Payment level –  On Initial Sales Franchisee earns 70%  

On Renewal Income Franchisee earns 50% 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 

“The renewal income is one of the 
most attractive elements of this 
franchise opportunity. It is repeat 
business without any further effort.” 
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Why Choose a Herne Group Franchise?  
 
 
Here are ten good reasons why choosing The Herne Group franchise makes excellent business 
sense: 
 
1. High Income Potential  
 
The Herne Group franchise gives you the opportunity to build a profitable sales business and earn a 
high income while working for yourself, but with the training, back up and support of an established 
business behind you every step of the way. You are selling a high value product and you will earn 
70% of the value of each sale. The client receives excellent value for money and a fully professional 
service as soon as your sale is complete.  
 
Once you have completed the sale, you can move onto the next prospect. There is no follow up 
activity required, this is all handled from head office. Your role is purely sales: prospect, sell, move 
on. 
 
Full details of the earnings potential are given later in this prospectus. 
 
 
2. Build a Long Term Investment  
 
As the owner of a successful franchise business, you 
are building a valuable long-term investment that 
you are then able to sell or pass on, perhaps as a 
retirement nest egg. The Herne Group franchise 
contract includes specific provision for you to do 
this and so build a valuable investment that can be 
realised in the future. 
 
 
3. Ongoing Renewal Income  
 
The product you are selling is based on an annually renewable licence. These renewals are all 
automatic and are fully handled by our head office team. You will continue to earn 50% of the 
annual fees that are paid by your existing clients, therefore building up a healthy and increasing 
recurring income each year. So, even though you have had no further contact with that client, you 
will still receive 50% of their payment to the company.  
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4. Exclusive Territory  
 
As a Herne Group franchisee you are given a large exclusive territory to sell in and only you can 
operate in your territory. The size of territory is chosen to give you the opportunity to build a large, 
successful business where you earnings are only limited by the work you are prepared to put in. We 
are limiting the number of franchises that we sell specifically to ensure that each franchisee has an 
area that provides him or her with a large prospect pool to build a successful business in the years 
ahead. 
 
 
5. Established Brand  
 
The Herne Group was established in 2002 and we have an enviable record and reputation in the 
industry. As a Herne Group franchisee you will be licensed to use this brand, stationery and logo 
which will give you credibility with your prospective clients from day one whereas a new start 
business may be viewed with less trust and enthusiasm.  Your clients will know that they are 
dealing with a long standing and reputable company which will help greatly in attaining 
appointments and closing sales. 
 
 
6. Start up Training  
 
As a Herne Group franchisee you receive all of the training necessary to set you on the road to 
success. As an experienced salesman or woman, you already have the basic skills that you require to 
operate this business franchise. We will provide you with all of the product knowledge, prospecting 
information, and business start up support that you need to hit the road running. This means that 
you should be selling from week 1, and you should start generating income from month 2 onwards.  
 
 
7. Ongoing Support  
 
The Herne Group’s management team have over 50 
years of practical experience in direct selling and 
realise that ongoing support and back up are vital in 
helping you to build your business. There will always 
be someone available to bounce new ideas off and 
provide support and advice in assisting you to 
develop your business. Our management team are 
also knowledgeable on most aspects of running your 
own business and so can handle many of the day-to-
day queries that you may have. You are never on your 
own. 
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8. No Stock or Specialist Equipment Required  
 
This franchise does not require you to hold any stock – the product you are selling is provided to 
your clients completely on line. This means that your cash flow is much easier than many small 
businesses, and you do not have money tied up in stock that is just sitting on a shelf. It also means 
that your initial investment is smaller than for most franchises: you only need a laptop computer and 
printer, an office telephone, and your own transport – there is nothing else needed.  
 
 
9. Run your Business from Home so Very Low Overhead s 
 
As a pure sales franchise, this business does not require you to operate from a rented office or 
premises, in fact we recommend that you work from a home office. This gives you the convenience 
of no commuting and no office rental costs to take out of your profits. Your only overheads are your 
telephone calls and vehicle running costs when visiting clients to complete the sales. 
 
 
10. Professional Business Planning  
 
As a Herne Group franchisee you are provided with your own business plan and cash flow 
projection spreadsheet. This means that you have a track to run on from day 1, and if you need 
additional finance for your business then these documents can help you to secure this funding.  
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Why use a Franchise instead of Going it Alone?  
 
 
Franchising is the most successful way to start and run your own 
business. By using a franchise for your business you have the 
opportunity to build your own business, earn a high income, but 
with the full support, experience and back up of the franchisor 
behind you. 
 
 
Using a Franchise Reduces your Risk of Failure  
 
Any new business is vulnerable during the start up and initial business building phases. Starting any 
new business always carries an element of risk, but using a franchise dramatically reduces this risk. 
 
Anyone who is starting a new business requires knowledge and resources if that business is to 
succeed. Many people do not have all of the required knowledge and resources at start up, and 
struggle to acquire them in the pressured environment of running a business for the first time. With 
a franchise, this knowledge is already in place with the franchisor, who will work with you to plug 
any gaps in your own knowledge and experience. The franchisor should be able to help you avoid 
many of the pitfalls that await the new business start up and will give you a track to run on during 
your critical first few months in business. 
 
The franchisor will also have access to the resources and suppliers that you need to successfully run 
your business because he will already have done most of the research that otherwise would be down 
to you. The franchisor will also have greater buying power and links to suppliers that you, as a new 
start up, would never have access to.  
 
With The Herne Group franchise, you also have access to a wealth of training materials, business 
resources and discount opportunities that are specifically designed for small business users. These 
materials form the core of your sales activities as a franchisee, and they also provide you with some 
of the best small business resources available today for your own use. In addition to this, you also 
have The Herne Group’s experts available at the end of the telephone to help you with any 
questions of challenges that you may face as you build 
your business. It is important to remember that as a 
franchisee it is still your business, but you can build it 
while being supported along the way by an established 
company. Unlike most small business start ups, you 
are not alone. 
 
 

“Currently only 2 in 5 new businesses 
survive beyond three years. Using a 
Franchise will greatly increase your 
business’s chance of survival.” 
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The Business Model  
 
 
The Herne Group Business Resource is indispensable for any small to medium sized business and 
comprises the following: 
 

�� Practical Business Skills Training Resource  
 

�� Business Technical Knowledge Bank  
 

�� Business Administration Support Package  
 

�� Discount Business Suppliers Forum 
 

�� Monthly Newsletter full of useful information and the latest updates 
 
 
As a franchisee there are several ways of selling the business resource. You can either: 
 

�� Sell it direct to the small business  
 

�� Sell it via professionals such as a lawyer or accountant  
 

�� Sell it through third party business organisations  
 
 
The type of method used will determine the price structure that you charge.  
 
Let's look at a few examples. 
 
Example 1  
 
Sell via professionals  
 
If you sell a licence for this resource to accountants, bookkeepers, etc then a fee of £795 + VAT 
will be charged with an annual renewal of the same amount. 
 
The accountant can then provide this resource for all of his/her clients at whatever price they 
choose. If they want to, they can supply it to their clients for free as an incentive for the client to 
stay with the business or to provide an added value to the service that they currently provide for 
their clients.  
 
Some accountants may decide to charge their clients a monthly fee of, for example, £5 per month. 
Others may charge an annual fee of £99 + VAT. The decision is up to the accountant, but for an 
annual license fee of just £795 the accountant can supply the material to literally hundreds of clients 
and either make money from this, or use it as an added value resource to give them a market 
advantage.  
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Given that most accountants have between 100 and 500 clients per partner, this means that for every 
client that has access to The Herne Group Business Resource, the accountant is paying a maximum 
of £7.95 per annum per client for 100 clients, or as little as £1.59 per annum per client if they have 
500 clients. 
 
Each year the accountant pays the renewal fee to continue to supply this resource to their clients. 
 
As a Herne Group Franchisee you are paid 70% of every initial fee - £556.50 from every sale, and 
50% of every renewal fee, every year – £397.50. The renewal rates are typically very high, because 
once the accountant has taken this resource on board and seen the benefits he or she is very unlikely 
to take this facility away from their clients. 
 
This franchise business model offers a win for everyone: 
 
The franchisee has a product to sell that is unique in the market, very good value and provides a 
substantial ongoing residual income. 
 
The accountant wins because he gains access to a product that is highly beneficial to his clients and 
will provide him either with an additional income stream, an added value for his clients, or a 
combination of both. 
 
The end user client wins because for little or no cost he gains access to high quality training and 
business resources that can make a tremendous impact on his or her business. 
 
 
Example 2  
 
Sell Direct to the Business  
 
You can also sell the resource directly to small business owner/managers at a cost of just £99 +VAT 
enrolment fee, and then £25 +VAT per month ongoing. Again, as in example 1 above, you earn 
70% of the first year fees and then 50% of the fees from year two onwards. 
 
So in the first 12 months of any new business joining, you as the Franchisee will receive a total of 
£279.30 (£69.30 + £25 x 70% x 12 months) from that new client. 
Plus  
An annual renewal income of £150 (£25 x 50% x 12 months).  
 
Provided that the client continues to subscribe to the business resource for the next five years the 
Franchisee will have earned £879.30 from that single client. As you can see, provided that you 
continually sell to new businesses, your renewal income can grow substantially in the years ahead. 
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Once again the advantages to the business are obvious: 
 

�� The business gains access to quality skills training resources that would previously be well 
outside their financial resources.  

 
�� The business can access the free technical knowledge bank on matters such as Health and 

Safety, Employment Law, Environmental Issues, and IT information.  
 

�� The company can save money on a regular basis by accessing our special discount 
arrangements with various companies.  

 
�� The company can use the full business resource for its existing staff members and for any 

new individuals that may join the company. The material will be continually renewed and 
updated for as long as the company subscribes to the business resource.  

 
 
It is highly likely that the business savings element of the resource alone will pay for the monthly 
and annual subscriptions many times over. Individual businesses will in most cases receive more 
offers, discounts and additional benefits than the standard group clients of professionals and 
organisations for reasons explained on the training course.  
 
 
Example 3  
 
Sell via various Business Organisations  
 
You can sell the resource via various business associations and organisations and negotiate a price 
to supply either the total business resource or to only provide parts of the resource depending on the 
organisation's requirements.For example, some organisations may prefer to offer their own business 
discount service. 
 
There are many different types of organisations that may be interested in or that can be approached 
to sell our business resource. 
 
For Example:  
 

�� Small business clubs  
 

�� Chambers of commerce  
 

�� Business franchisors  
 

�� Business websites  
 

�� National Associations 
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When selling to organisations the price to supply the resource is negotiable and depends on various 
factors such as: 
 

�� Size of the organisation  
 

�� Type of resource supplied  
 

�� Length of the proposed contract to supply the resource  
 

�� Geographic spread of the organisation  
 

�� Potential initial and future income 
 
 
When negotiating with larger organisations Head Office will assist the Franchisee in putting 
together a suitable business proposal and in major potential contracts may provide personal 
assistance in the presentation and negotiations of such proposals.  
 
So these are just a few of the examples of the different target markets that can be approached by 
Franchisees to sell The Herne Group Business Resource.  
 
Your sole role is to sell the resource. The Herne Group head office handle everything else. Once 
your client has signed the licence agreement, and paid their money, your job is done and you can 
move on to the next sale. With many franchises you have to sell the product and then complete the 
work, e.g. car air conditioning, gardening, locksmiths, cleaning, etc. With The Herne Group 
franchise, once you have sold the product, your work is finished, head office handle everything else. 
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The Herne Group Franchise Training and Support  
 
 
The Herne Group is a specialist training company and so, as you would expect, the training you 
receive as a Herne Group franchisee is exemplary. As a new franchisee you are provided with initial 
induction training and then an ongoing programme of activities tailored to your needs as an 
individual and the needs of your business. In the training we assume that you have previous 
experience in a sales environment and that you have the enthusiasm and drive to succeed. All 
specialist knowledge regarding your new business and the product you are selling is then provided 
for you. 
 
 
Induction Training  
 
Your training is conducted in two parts, an initial one-day induction programme and an ongoing 
three-month training package conducted by distance learning. The Induction training is held either 
at a central location or premises closer to you whichever is deemed appropriate at the time. Your 
induction course includes the following topics: 
 

a. The Herne Group overview and history. 
 

b. Setting up your franchise business. 
 

c. Running your business on a day-to-day basis. 
 

d. Sales and marketing for you business. 
 

e. Making the most of your sales database. 
 

f. Sales Administration and operations. 
 

g. Using the sales presentation aids. 
 

h. Product training on The Herne Group Business 
Resource. 

 
i. Planning ongoing distance learning training 

activities for the first three months. 
 
Once the induction process is complete then you are 
ready to start up your business and to begin earning 
money. 
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Ongoing Training and Support  
 
The final stage of your induction training is the production of your ongoing training and support 
plan to ensure that you have a programme of activity going forwards that is specific to your needs. 
Typically this plan will include further familiarisation with The Herne Group Business Resource 
products, undertaking some of the training that is provided in the resource, e.g. time management, 
goal setting, marketing, business planning.  
 
In addition to this, the ongoing support may include monitoring of sales activity, reviewing prospect 
responses, objection handling, and role-plays. 
 
One of the major benefits of any franchise opportunity is the ongoing support and backup, and with 
The Herne Group this is a particularly valuable resource. Our years of experience in training and 
business mentoring mean that we have support functions and ongoing training that is second to 
none. As a Herne Group franchisee you can be sure that you will have all of the pieces in place that 
you need. 
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Franchisee Earning Potential  
 
 
There is no maximum, but we expect you to earn a minimum of £50,000 per annum gross after the 
first year.  
  
The earnings projections based on the typical business model provide the following figures: 
 

�� Year 1 Gross Income - £40,723    Net Profit - £32,000 
 

�� Year 2 Gross Income - £66,902    Net Profit - £58,000 
 

�� Year 3 Gross Income - £90,463    Net Profit - £82,000 
 

�� The renewal income begins from Year 2, and continues to grow year-on-year. 
 
The assumptions for these figures are: 
 
Payments from sales –  70% to franchisee, 30% to The Herne Group. 
 
Payments from renewals –  50% to franchisee, 50% to The Herne Group. 
 
Sales of six accountants and 2 SMEs per month. 
 
After year one, that 10% of accountants and SMEs do not renew their licence. 
 
One of the unique and most exciting aspects of this franchise is the ongoing growth in residual 
income without you having to expend any time, money or effort in generating it. This means that if 
you simply maintain the same level of activity year-on-year, then your effort and expenditure will 
remain the same, but your income will continue to grow. 
 
At the end of the day, you will earn what you are capable of, and you will earn in proportion to the 
work you put into the business.  Your skill in 
prospecting and your motivation to follow through will 
determine your income.  The Herne Group will show 
you how to tackle the prospecting in a way that opens 
doors for you, so that the element of cold calling is 
reduced or eliminated completely. 
 

“Very few business opportunities 
provide the level of renewal income 
that The Herne Group Business 
Resource can provide for no effort.” 
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The freedom for you to concentrate on selling is possible because we handle the vast majority of the 
administration and paperwork, releasing your time so that you can concentrate on prospecting and 
selling continuously.  
 
There are over 100,000 accountants and bookkeepers in the UK, and every one of these is a 
potential client for The Herne Group Business Resource. Add on to this figure the corporate 
solicitors, franchise companies, chambers of commerce, and you can see that the UK market is vast. 
Your franchise area will be chosen to give you an ample pool of prospects to work with to ensure 
that you can grow the business you deserve. 
 
In addition to this there are over 4.2 million small businesses in the UK that can also buy this 
resource from you on an individual basis, plus an additional 400,000 plus new business start ups 
each year. This means that in real terms your market is inexhaustible, you could work for ten years 
in your franchise area and only scratch the surface of your target market prospects. 
 
This market is ready for development and The Herne Group package is unique in the UK today. We 
have the opportunity to be the first company to provide professional and quality training and a 
unique set of beneficial business resources through accountants and other professionals to small to 
medium size companies at a price that all companies without exception can afford.  
 
Remember that we need you to earn a good income so that we can continue to develop and grow the 
business. We only earn when you do and so we have a strong incentive to ensure that you achieve 
substantial earnings in your franchise. 
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The Franchise Package and Costs  
 
 
Franchise Start up Costs  
 
The franchise fee is £13,998 + VAT.  We split this into two payments – an up front payment of 
£8,999 + VAT, then a second year payment of £4,999 + VAT. We are so confident that you will 
succeed that the second payment is only due provided that you reach your sales target in year one – 
if you fail to reach your targets for any reason, the second payment is postponed until you do. 
Please note that we recommend that you register your business for VAT and so the VAT element of 
the franchise fee can be fully reclaimed. 
 
For this you will receive: 
 
· The licence to market our unique products 
 
· Territorial rights for your designated territory 
 
· Full training on the comprehensive Herne Group induction programme 
 
· Continued training on a personalised ongoing basis 
 
· An initial pack of all of the materials you need to start your business including: 

o 1000 letterheads 
o 500 business cards 
o Full product demonstration package. 

 
· Extensive guidance on how to grow your business 
 
· Comprehensive administrative support 
 
· Ongoing business development support 
 
 
Ongoing Costs  
 
There is a monthly management charge of £95 + VAT as well as the standard 30% of the initial 
sales income (you keep 70% of each sale), and 50% of the renewal income (you retain the 
remaining 50%).  
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Your Rights as a Franchisee  
 
As a Franchisee, you become a licensed Associate of The Herne Group and this entitles you to the 
following: 
 
You have the right to market the Herne Group business resource within your own territory. 
 
You have the right to build your own business, under The Herne Group umbrella, where your 
success and income are only limited by your own ability and willingness to work. 
 
You receive full administrative support, so that your paperwork is reduced to an absolute minimum, 
allowing you to concentrate on your twin primary roles of networking and selling. 
 
The prospectus contains full information on The Herne Group business resource package (as 
Appendix 1) – an offer that is unique in the marketplace. 
 
Your customers will receive a tremendous resource for their business and their clients with training, 
business resources, and business library packages all included. 
 
You receive marketing guidance that will show you how to 
‘work smart’ in developing your business and client base, 
by tapping into a pent-up demand that has so far remained 
largely undeveloped. 
 
You have the opportunity to build an appreciating capital 
asset that you can potentially sell at a later date. 
 
 
 
 
 
 
 

“Many people use their redundancy 
money to start up a new business. 
Investing in a Franchise is often the 
most successful route for these people.” 
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Conclusion and Summary  
 
 
This is your chance to move into a well respected, expanding and professional industry.  Liaising 
with other professionals like accountants and solicitors should provide you with a long-term career 
and a growing capital asset. 
 
The process to become a Herne Group Franchisee is designed to ensure that this opportunity is right 
for you, and equally importantly, that you are right for The Herne Group and this unique business 
opportunity.  The Herne Group is operating very demanding quality control in the selection of 
Franchisees around the UK, both for the benefit of the company, and also for the other Franchisees. 
If you are confident that you do meet the requirements described in this prospectus, we will be 
delighted to progress your application by meeting with you personally. 
 
If you are interested, and you think you fit the profile outlined earlier, then the next step for you is 
to complete the brief, no obligation, personal profile questionnaire and either post or fax it to our 
offices.  If, from your profile, you look like a suitable candidate, our Franchise Director, John 
Wincott, or our MD John Graham will then contact you. You may then be invited to one of the 
seminars or one-to-one meetings we are holding around the UK where we can meet, and you can 
find out much more about this unique opportunity with The Herne Group. 
 
 
 
 



The Herne Group  
 

Franchise Further Information Enquiry Form  
 
 
Full Name: ………………………………………………………………………………………. 
 
Address: …………………………………………………………………………………………. 
 
……………………………………………………………… Post Code: ………………………. 
 
How long have you lived at this current address: ……………………………………………….. 
 
Previous address if less than 5 years: ……………………………………………………………. 
 
……………………………………………………………… Post Code: ……………………….. 
 
Day. tel: ………………………  Eve.tel: ……………………… Mob. tel: ……………………… 
 
Fax number: ………………………..  E-mail: ………………………………………………….… 
 
Date of birth: …………………………  Marital status: …………………………………….……. 
 
 
Details of current/last employer –  
 
Current/last employer from: …………………………….  To: ……………………………….….. 
 
Current/last employer name & address: ………………………………………..…………….…… 
 
……………………………………………………………………………………………….……. 
 
Description of current/last role and responsibilities: ……………………………………………… 
 
…………………………………………………………………………………………………….. 
 
…………………………………………………………………………………………………….. 
 
…………………………………………………………………………………………………….. 
 
 
Describe your sales experience: …..………………..…………………………………………….. 
 
…………………………………………………………………………………………………….. 
 
…………………………………………………………………………………………………….. 
 
…………………………………………………………………………………………………….. 
 
…………………………………………………………………………………………………….. 



 
Details of the Associate opportunity of interest to you –  
 
Do you have the necessary finance in place to purchase a franchise if you  
are given the opportunity?                                                YES / NO 
 
In which geographic area would you wish to run your business? ..……………………………... 
 
Which would be your second choice area? ……………………………………………………… 
 
When would you want to start the business? …….……………………………………………… 
 
 
Personal details – 
 
Do you hold a current driving licence?       YES / NO 
 
Do you have any criminal convictions (excluding motoring offences)?  YES / NO 
 
If yes give details: …………………………………………………………………………….……. 
 
……………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………. 
 
Have you ever been declared bankrupt, or insolvent?    YES / NO 
 
If yes give details: …………………………………………………………………………………… 
 
………………………………………………………………………………………………………... 
 
………………………………………………………………………………………………………... 
 
How many days have you lost from work due to illness in the past 12 months? ……………………. 
 
 
Please complete and sign the following declaration: 
 
 
I, …………………………………………………….  (full name) declare the above information to 
 
be the truth and accurate to the best of my knowledge. 
 
 
Signed: ……………………………………………..  Date: ……………………………………….. 
 
Please return to:  The Herne Group, Mansebank Villa, Mansfield, Leslie, Fife, KY6 3JX              
Fax: 01592 620144                               E-mail: johnw@hernegroup.com 
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Appendix 1  
 

Summary of Services Provided in the Business Resour ce 
 

1. Practical Business Skills Training Resource  
 
· Business Planning  
· Role of a Manager      
· Marketing    
· Sales Skills     
· Performance Management       
· Coaching     
· Delegation 
· Goal Setting 
· Presentation Skills     
· Stress Management    
· Time Management                   
 
 
 
2. Business Technical Knowledge Bank  
 
 
Health & Safety  
  
· Keeping the workplace safe and your employees healthy   
· Managing health and safety  
· Working environment  
· Working practices  
 
 
Employment  
  
· Becoming an employer for the first time  
· Recruitment and getting started  
· Employing different types of worker  
· Paperwork  
· Setting the rules  
· Working time and time off  
· Equal opportunities and diversity  
· Dismissals, redundancies and other exits  
· Disciplinary problems, disputes and grievances  
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Environment  
  
· Improving your environmental performance  
· Managing environmental issues in your business  
· Support for businesses on environmental issues  

 
 
IT 
  
· Introduction to IT  
· Data protection and your business  
· Risk management  
· IT security  
· Staff and IT  
 
 
 
3. Business Admin Support Package  
 
· Legal Documents and Communications 
· General Business Letters and Communications   
 
 
 
4. Discount Business Suppliers Forum  
 
· Office Supplies and Equipment 
· Business Travel 
· Industrial Equipment and Supplies including: 
· Office Locators 
· Hotel Accommodation 
· Computer Suppliers 
 
 
 
 


