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1. Vision in Enterprise Project (VIE) 

The Vision in Enterprise Project aims to develop a system of support for vocational 

education and training (VET) professionals who work with vision-impaired (VI) 

entrepreneurs, and to raise awareness that vision-impaired people can be successful 

in enterprise.  

 

1.1 Why was the Project necessary? 

The current worldwide economic downturn means that those individuals who would be 

ordinarily disadvantaged in the labour market face additional pressures. These 

pressures are further compounded by perceived barriers around vision impairment 

amongst potential employers. A UK government department (the Department of Work 

and Pensions) highlighted that nine out of ten employers rank VI people as either 

difficult or impossible to employ (2004). 

In addition, European employment statistics indicate just how disadvantaged VI people 

can be. A European Blind Union (EBU) survey from 2001 gives statistics for 

unemployment levels for VI people of working age compared to the general working 

population: Germany 72.8%/ 8.9%; Cyprus 32%/ 3.5%; Poland 87%/ 16%. This survey 

also highlights an extremely uneven picture of appropriate legislation and the level of 

support given to VI individuals seeking work. Poland operates quotas for the 

employment of the disabled including VI workers; the UK and Ireland provide funds to 

employers ( such as Access to Work and Work Place Equipment Grant) to adapt the 

workplace, and Ireland and Greece provide preferential public sector employment for 

the VI. 
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The Enterprise in Sight (EIS) project conducted by Action for Blind People found that, 

of the 37,680 registered blind and partially sighted people in London, 66% of those of 

working age were economically inactive. For those encountering barriers in entering 

the labour market, the solution is often to consider starting their own business or to 

become self-employed. Action for Blind People established that there was no specialist 

provision available for the VI group, and that mainstream business support services 

are unlikely to address their specific needs. Vision-impaired individuals trying to access 

either employment or self-employment often have a complex set of needs which may 

include wider health issues, other physical disabilities or being in receipt of benefits 

which might be affected by moving into economic activity. Action for Blind People 

developed tailored business support services for these individuals as a direct response 

to the identified need to support this disadvantaged group into economic activity. 

To address these deficiencies, the VIE project has transferred the innovative and 

successful aspects of previous Action for Blind People enterprise projects into a toolkit 

and training materials to increase the competencies among support workers and 

associated Vocational Educational Trainers (VET) professionals working with the VI to 

enable a Europe-wide service. Ultimately it is hoped that this will empower, promote 

and facilitate VI entrepreneurs into successful businesses. 
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1.2 The VIE Partners and their roles in the Project  

This section contains descriptions and contact details for the partner organisations 

involved in the Vision in Enterprise project. 

 

 Action for Blind People 

Action for Blind People (Action) is a national charity and is part of the Royal 

National Institute of Blind People (RNIB) Group. Action provides practical help 

and support to about 30,000 vision-impaired people every year. Vision-impaired 

people are supported in many aspects of their lives to help them find the right 

services and products to live independently. The range of services include 

Independent Living; Technology; Children, Young People and Families; 

Emotional Support, and Work. 

Employment, and preparation for employment, has been a key service. Action 

has established a steadily increasing track record of supporting vision impaired 

people find and keep jobs. Action also has a significant record of supporting 

vision-impaired people in self-employment, to help start and develop businesses. 

Action has successfully delivered contracts for employment, self employment 

and training, including European Social Fund (ESF) Objective 3, EQUAL, and 

Single Regeneration Budget. In terms of self-employment, 90% of funded 

programme beneficiaries who started a business were still trading after 3 years. 

Address: Action for Blind People, 53 Sandgate Street, London, SE15 1LE. 

Contact: Wai-Man Leung 

Email: wai-man.leung@actionforblindpeople.org.uk 

Tel: ++ (0) 2076354800 

mailto:wai-man.leung@actionforblindpeople.org.uk
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 Prevista 

Prevista is an independent, London-based SME founded in 1996, whose core 

business is the provision of management and business development solutions 

for business support, social, cultural and economic development and lifelong 

learning, underpinned by research, development and evaluation consultancy. 

The company has successfully delivered over £100million of EU-funded 

programmes including ESF and European Regional Development Fund (ERDF). 

Prevista’s transnational credentials extend to the ADAPT and 3 EQUAL 

programmes. The company supplied research and evaluation services to lead 

partners in all 3 of these EQUAL programmes including the VISAGE programme, 

as well as project and programme management to 2. 

The company’s operations are divided into business and enterprise support 

programmes, employment brokerage and learning and skills. The company 

employs 60 people and 70 associates. The key client is the English Learning and 

Skills Council, which provides us with specific competencies and expertise in 

relation to this project. 

 

Address: Prevista Limited, United House, North Road, London N7 9DP. 

Contact: Salim Sharif 

Email: salims@prevista.co.uk 

Tel: ++ (0) 2076094198 

 

mailto:salims@prevista.co.uk
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 POT - ΠΑΓΚΥΠΡΙΑ ΟΡΓΑΝΩΣΗ ΤΥΦΛΩΝ (Π.Ο.Τ.) Pancyprian Organisation of 

the Blind 

This, the national organisation for the blind and visually impaired in Cyprus, was 

established in 1980. The organisation is non-governmental and principally 

funded by charity. The main goals of the organisation are: the promotion of the 

social welfare of the blind; the prevention of blindness; the medical treatment of 

the blind; the promotion of the education of the blind; the encouragement and 

promotion of suitable academic education and vocational training of the blind; the 

rehabilitation and integration of the blind; the provision of the required technical 

aids and means for the work and the daily life of the blind; the establishment of 

equivalent living standards and the appropriate conditions for the integration of 

blind persons into the community in general; the dissemination of information 

concerning the problems and the welfare of the blind, and the development and 

the promotion of sports amongst the blind. 

Address: Pankypria Organosi Tyflon, (POT), P.O. Box 23511, 1684, Nicosia, 

Cyprus. 

Contact: Maria Kyriacou 

Email: m.kyriacou@cytanet.com.cy 

Tel: ++ 0035799571323 

 

mailto:m.kyriacou@cytanet.com.cy
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 National Council for the Blind of Ireland 

The National Council for the Blind of Ireland (NCBI) is a not-for-profit charitable 

organisation which offers support and services nationwide to people 

experiencing difficulties with their eyesight. About 18% of people using NCBI's 

services are completely blind, while 82% have varying degrees of usable vision. 

Established in 1931 to promote the full independence of people who are blind or 

vision-impaired, NCBI now provides a range of services to over 14,000 people. 

NCBI also provides a range of services to public and private organisations so 

that their services are accessible to people who are blind and vision-impaired. 

The organisation has over 150 staff who deliver services and are supported by a 

team of dedicated volunteers throughout the country. 

NCBI’s vision is for people who are blind or vision-impaired to have the same 

opportunities, rights and choices as others to fully participate in society. 

Address: National Council for the Blind Ireland, (NCBI), Whitworth Road, Dublin, 

9, Ireland. 

Contact: Denis Daly 

Email: denis.daly@ncbi.ie 

Tel: ++35318821905 

 

mailto:denis.daly@ncbi.ie
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 Foundation Institute for Regional Development (PL: Fundacja Instytut Rozwoju 

Regionalnego - FIRR) 

The Foundation Institute for Regional Development (FIRR) is a non-profit NGO 

set up on 26th August 2003 and active in the fields of science, innovation 

transfer and business, as well as functioning at different levels to support those 

most frequently discriminated against in society. 

The Foundation’s fundamental mission is to ensure balanced development in 

business, the transfer of innovative solutions, and support for businesses and 

other organisations in the acquisition and use of new technologies. 

The main goal is to improve employment, educational and social opportunities for 

people with different kinds of impairment. FIRR has great experience in creating 

and adopting innovative training programmes and methodology used for and by 

disabled and socially-excluded people. FIRR also has knowledge, experience 

and personal and technical possibilities to participate in international projects. 

Address: Fundacja Instytut Rozwoju Regionalnego, (FIRR), ul. Wybickiego 3a, 

Krakow 31-261, Poland. 

Contact: Anna Zebrak  

Email: anna.zebrak@firr.org.pl 

Tel: ++48663883335 

 

mailto:anna.zebrak@firr.org.pl
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 European Blind Union 

The European Blind Union (EBU) is a non-governmental and non-profit-making 

organisation founded in 1984. EBU works to make sure that the interests of blind 

and partially-sighted people are taken into account in all EU decisions which 

affect them. To achieve this, EBU actively seek to influence EU policies. 

EBU currently has 45 member countries. The EBU network has a wealth of 

expertise in all areas relating to the consequences of sight loss, in particular with 

access to the labour market for blind and partially-sighted people. Our members 

provide services, training and advice as well as representing the rights of blind 

and partially-sighted people. EBU undertakes research, promotes public 

awareness and empowers blind and partially-sighted people to take up their 

rights and lead active lives. 

The EBU office, based in Paris, is responsible for communication within EBU and 

for information to the general public. It produces a newsletter and press releases 

in English, French, German and Spanish. 

Address: European Blind Union, 58 avenue Bosquet, Paris 75007, France 

Contact: Romain Ferretti 

Email: ebuprojects@euroblind.org 

Tel: ++0033147053820 

 

mailto:ebuprojects@euroblind.org
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2. Vision in Enterprise Generic Toolkit 

The Vision in Enterprise Generic Toolkit has been developed by POT, NCBI, FIRR and 

Action. POT, NCBI and FIRR transferred and adapted the existing Action UK toolkit to 

their individual country perspectives after research, preparation and testing. The 

Generic Toolkit was a further development from these national perspectives, creating a 

pan-European model which can be used by both VI-oriented organisations and also by 

any organisation supporting VI people in business, so-called mainstream 

organisations. 

The document’s construction allows for the transfer of all available and useful models 

with the aim of adapting this information to any given regional or national 

circumstance. 

2.1 VIE Generic Toolkit Aims: 

1. To provide pan-European organisations with a generic toolkit to enable 

them to design or develop a business advice service for vision-impaired 

individuals; 

2. To provide VET professionals with the tools to support vision-impaired 

individuals to start or develop a business; 

3. To enable organisations and advisors to adapt and to transfer the 

proposed Generic Toolkit elements to their local/national needs and 

economic conditions. 

 

These aims will be achieved by disseminating and mainstreaming a set of diagnostic 

tools, guidelines for advisors, usable assessment forms, support documents and 

practical sheets which can used by all interested parties throughout the European 
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Union. 

2.2 Toolkit’s underlying innovative theme 

To provide organisations and advisors with the tools to allow vision-impaired 

individuals to develop their personal skills, with a potential follow-on benefit of business 

success, coupled with an insight into their personal attributes, motivation, confidence, 

reliability and health awareness. For example: 

 Improved interpersonal skills 

 Social skills 

 Organisational skills 

 Prioritising skills 

 Analytical skills 

 Time management skills 

 Problem solving skills 

The VIE Toolkit supports enterprise and the development of self-employment, and also 

supports VI people in developing and in becoming more independent and self-

sufficient. For some VI people, the process of assessing their ideas, examining their 

circumstances and abilities may mean writing a business plan that leads to self-

employment. For others, the same process may involve discovering that self-

employment is not for them for a number of reasons such as long hours or an unviable 

idea. 

The Toolkit can support and identify another course of action. The action plan and 

review process can help develop the above soft skills, and these skills can be applied 

in employment, education or training. For example, learning to write a CV or 

discovering courses of study.
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3. The VIE Generic Toolkit Elements 

I - Initial Information 

IIa - Diagnostic Tools Information 

IIb - Diagnostic Tools Forms 

III - Self-employment Programme Guidelines 

IVa - Business Plan Guidance 

IVb - Business Plan Template 

IVc - Sample Business Plan 

IVd - Cash Flow Forecast Template 

IVe - Sample Cash Flow Forecast 

Va - Initial Interview Information 

Vb & Vc - Initial Interview Form & Summary Referral Form 

VIa - Service Level Agreement 

VIb - Individual Action Plan 

VIc - Support Checklist 

VId - Individual Consulting Card 

VIe - Individual Survival Budget 
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4. How to use the VIE Generic Toolkit - instructions 

The VIE Toolkit was developed as a set of tools and guidelines that can help in setting 

up and running a self-employment support programme for vision-impaired individuals.  

It can be used by organisations supporting VI people or by organisations delivering 

business or self-employment advice services in the mainstream. 

The following will outline in more detail the components of the toolkit sections, its 

contents and purpose. 

 

I - Initial Information 

The Initial Information consists of a general introduction to the VIE project, the Generic 

Toolkit that was developed, and explains the purpose of each of the components. 

IIa and IIb - Diagnostic Tools Information and Forms 

The aim of the Generic Toolkit is to support organisations in setting up or developing a 

self-employment programme for vision-impaired people. The diagnostic tool was 

designed to help in creating the basic elements of an entrepreneurship programme. 

Section II will take organisations through a step by step process to ensure that the 

organisation itself or other external organisations have the resources to provide a self-

employment service. The diagnostic consists of four forms that refer to the 

organisation’s internal and external potential to set up the enterprise programme. It will 

also refer to the geographical area to be covered by the service and the quality of the 

programme team members. 
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III - Self-employment Programme Guidelines 

The Self-employment Programme Guidelines of the Generic Toolkit are designed to 

give information and share the Vision in Enterprise Projects’ knowledge and 

experience. 

The Self-employment Programme Guidelines consists of two main sections: 

 1) The self-employment support programme for VI Service Users  

 2) The self-employment support guidance. 

The self-employment support programme for VI Service Users deals with a self-

employment support programme for vision-impaired people by listing the elements that 

are crucial, and presenting different approaches to supporting VI persons which have 

been tested in different countries. 

The second section is a set of important business advice factors that should be 

included in any self-employment programme. It will act as a base from which advisors 

can draw information that should be covered when assisting a vision-impaired 

individual in business. 

The purpose of Part III of the Generic Toolkit is primarily to give practical guidelines to 

all interested parties. It does not cover the entire topic exhaustively but is offered to 

give foundations for any budding entrepreneurship programme in the EU. 
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IVa - Business Plan Guidance 

The Business Plan Guidance is the first of five Generic Toolkit parts that deals with the 

business planning process. The Guidance is designed both for business advisors and 

Service Users who will receive the support. It lists the most common and most 

important elements of a business plan, and gives short descriptions of what to prioritise 

while preparing a business plan. 

Part IVa explains how to complete a proper business plan template. 

 

IVb - Business Plan Template 

The Business Plan Template can be used when supporting a person starting a 

business. It is used in conjunction with the Business Plan Guidance (Part IVa of the 

VIE Generic Toolkit), so that a person using it will be able to follow each point and fill in 

the relevant information using the guidance.  

 

IVc - Sample Business Plan 

In addition to the Guidance and the Template, a completed Sample Business Plan is 

presented. 

 

IVd - Cash Flow Forecast Template 

The Cash Flow Forecast Template is in Excel (*.xls) format to be used as a calculator 

of yearly incomes and outgoings of the planned business. It consists of segments that 



 
This project has been funded with support from the European Commission under the Lifelong Learning Programme 

 
 

 
 

19 

19 

deal with initial investment and regular cashflow in and out of the business. It is used to 

check if a business will have sufficient cashflow to eventually generate a profit. 

IVe - Sample Cash Flow Forecast 

A Sample Cash Flow Forecast is also added to examine if the numbers end up with a 

profit or loss at the end of calculations. The sample is based on content presented in 

the Sample Business Plan (Part IV c of the VIE Generic Toolkit) to illustrate a set of 

documents needed to gauge the viability of a business idea. 

 

Va, Vb & Vc - Initial Interview 

The Initial Interview is a face-to-face interaction that is based on a pre-defined series of 

questions to a VI individual, followed by a series of action points. It covers information 

that will act as a basis for future support delivery. Part Va of the Generic Toolkit 

presents a form that can be used to run the initial assessment. It has 11 sections: 

1. Service User Details 

2. Vision/Health Information 

3. Information and Access Technology 

4. Mobility 

5. Education 

6. Employment History 

7. Welfare Benefits 

8. Financial Circumstances 
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9. Support Needs in the Workplace 

10. Viability Check 

11. Action Planning 

The Initial Interview (form part Vb of the VIE Generic Toolkit) should be carried out by 

a person who is familiar with visual impairment issues and who has proper experience 

in working with VI individuals. Some parts may be skipped for further specialist 

intervention (i.e. The Welfare Benefits section). 

This assessment is the starting point in working with a VI entrepreneur. After gathering 

all the needed information, a Summary Referral Form (part Vc of the VIE Generic 

Toolkit) is completed by the advisor who carried out the Initial Interview. This form is a 

short description or snapshot of all gathered information and presents them in the 

fields that are crucial for further business advice. 

Having completed the initial assessment, the advisor (Coordinator) and the Service 

User will know: 

 where the Service User is 

 where the Service User wants to be 

A discussion around the Service User’s achievements and circumstances will, in 

addition, help decide whether the chosen objective is realistic or if the VI person is 

determined to pursue the target. 

To help achieve these objectives, the goal is broken down into smaller steps and the 

tasks are prioritised; these should be achievable, measurable and worked to set dates, 

and there should be a contingency plan.
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VI - Direct Support Documentation (elements listed below) 

The Direct Support Documentation is a set of useful documents that may be used to 

run a self-employment support programme. These are listed below. 

 

VIa - Service Level Agreement 

Once an initial interview has been completed, a vision-impaired individual should be 

invited to receive further support. To show that both parties (the supporting 

organisation and the VI Service User) have a role to play, a Service Level Agreement 

should be signed. This document lists the support that will be delivered and the areas 

where active participation of the Service User will be necessary. 

This part of the VIE Generic Toolkit is the final step before direct support commences. 

Once the agreement is accepted, the support begins. 

 

VIb - Individual Action Plan 

The Individual Action Plan is a form that will help follow the development of the Service 

Users. The action plan is a form which will be completed by the Coordinator who will 

be the main business advisor. This form will establish agreed actions and goals to be 

achieved by the Service User. 
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VIc - Support Checklist 

The Support Checklist is a tool for Coordinators to see if all the required elements of 

the support were carried out. It will also be useful once a decision to start a business is 

agreed. 

Note: As this checklist is prepared from the Vision in Enterprise partnership 

experience it may be useful to review its content to meet individual country-specific 

conditions. 

 

VId - Individual Consulting Card 

The Individual Consulting Card might be useful if a VI Service User is supported by 

many different advisors (for example financial specialist, business advisor, or 

marketing advisor) and a proper record of development is needed. This will be the form 

that can used to capture support and precise topics already covered by a future VI 

entrepreneur. 

 

VIe - Individual Survival Budget 

The Individual Survival Budget form is in Excel (*.xls) format which is useful to 

calculate the income needed by a VI entrepreneur. The form consists of the primary 

household spending categories and helps to check if a planned business profit will be 

enough to cover all daily expenses. 
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5. Running the toolkit 

All the above mentioned parts of the VIE Generic Toolkit are brought together so an 

organisation interested in running a self-employment programme for vision-impaired 

persons can do so. As the number of toolkit elements is quite large, the following is a 

brief outline on how to use the entire Toolkit from part I to VI. 

1. At the beginning it is suggested that the part I - Initial Information is fully read in 

order to get an understanding of the origin of the VIE Generic Toolkit. 

 

2. To run a successful programme, there are resources that will be needed and a 

diagnostic tool has been created to check these resources and help an 

organisation build the basics using part II Diagnostic Tools. The diagnostic forms 

can be used and checked within organisations and organisations to establish at 

what level they are able to run a programme using existing internal services or if 

they have to externally source expertise. 

 

3. The Vision in Enterprise Consortium experience in running this project is contained 

in part III of the Generic Toolkit - Self-employment Programme Guidelines. Any 

of the Consortium delivery Partners in England, Poland, Cyprus or Ireland will be 

happy to assist organisations with our experience and advice. 

 

4. Crucially, all the guidelines in this Toolkit will need (where necessary) to be edited 

into more precise, country-specific form. This should be done with proper 

investigation and by rewriting some parts of the VIE General Toolkit to meet the 

needs of a region or country. 
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5. Starting the self-employment programme will then follow. Once all required 

elements have been gathered, the actual work with vision-impaired individuals can 

begin. The first step is to take each Service User (the VI person heading for self-

employment) through the Initial Interview that will provide the Coordinator (business 

advisor or other person organising the support) with all necessary information to 

start the support. The Initial Interview form (Part V of the VIE Generic Toolkit) is 

used to do this assessment. 

 

6. After the Initial Interview, the Summary Referral Form can be prepared that will 

contain all the most important information about the Service User. It will be very 

useful for all other advisors who will work with the Service User on the business 

idea. 

 

7. Part IV of the VIE Generic Toolkit presents the Business Plan Guidance, the 

Business Plan Template, the Cash Flow Forecast and also the Sample 

Documents that the Service User will use to work on the business idea and its 

viability. Meanwhile, extra training and individual advice will take place according to 

need. 

 

8. To support the individual work of each Service User, the VIE Generic Toolkit gives 

a set of practical documents that can be used by organisations. This will be the VIa 

- Service Level Agreement; VIb - Individual Action Plan; VIc - Support 

Checklist; VId - Individual Consulting Card, and VIe - Individual Survival 

Budget. Information on each of these can be found in the chapter above. 

 

9. All the documents should be edited according to the country-specific needs of the 
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user, and to develop other elements of entrepreneurship programme for VI 

individuals. 
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6. Updating the Toolkit 

The Toolkit is a working document. Once an organisation has established an initial 

template, it will need updating as there may be localised changes which will affect the 

developed Toolkit such as changes in equal rights legislation or additional grants, 

among others. Therefore updating the Toolkit will be necessary from time to time to 

keep abreast of any changes. 
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Vision in Enterprise Generic Toolkit  

for organisations supporting vision-impaired individuals  

in self-employment (v1.0) 

 

SECTION IIa - The Diagnostic Tools Information 

 

This section of the VIE Generic Toolkit is designed to assess the potential of any 

organisation that wants to develop an enterprise programme for vision-impaired (VI) 

individuals. It is aimed at organisations which are interested in setting up, or are in the 

process of developing, self-employment programmes. By a process of services 

mapping, an organisation can begin to understand the existing advice and guidance 

already available to VI entrepreneurs, and to then map out an organisation’s potential 

to develop an enterprise service. 

 

The diagnostic or service mapping outlines the different services that are required to 

run an efficient VI support programme: 

 Business Advice 

 Employment 

 Access Technology 

 Counselling 

 Debt Advice 

 Housing 

 Mobility 

 Rehabilitation 

 Welfare Rights 
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Business Advice 

Information, advice and guidance about different aspects of business, for example, 

starting up a business, writing business plans, marketing and raising finance. 

 

Employment 

Information, advice and guidance about employment, for example: raising the issue of 

disability or not, writing a CV, searching for a job and interview techniques. 

 

Access Technology 

Products that can convert material into speech or magnify material so that a VI 

individual can hear or read printed material or use a computer. 

 

Counselling 

Allows a VI individual to talk in a professional environment about sight loss, low self-

confidence, and any other concerns or problems. 

 

Debt Advice 

Information, advice and guidance regarding debt, e.g. prioritising mortgage 

repayments, secured loans, rent and taxes and working out individual budgets. 

 

Housing 

Housing information advice and guidance, e.g. adjustments in the home due to sight 

loss, issues with landlords and homelessness. 
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Mobility 

Mobility training helps a VI individual to travel independently either with a cane or with 

a guide dog.  

 

Rehabilitation 

Rehabilitation covers a range of issues such as dealing with health, community care 

and education. It covers everyday tasks such as cooking, housework and personal 

care, through to use of equipment and accessing information. 

 

Welfare Rights 

Information, advice and guidance about welfare rights such as benefits claims, 

advocacy at tribunals and decision making regarding self-employment and benefits. 

 

All these services are examined so that organisations can build an effective and 

efficient self-employment programme for individuals with vision impairment. 

 

 Business Advice: the process of supporting a person to start or develop a 

business; assessing the viability of the idea or proposed change to the business; 

and offering alternatives if necessary. 

 

 Employment: the main component of labour market activity and closely related to 

self-employment, especially in terms of the processes to successfully support VI 

individuals. For example, both employment and self-employment services would 

assess Service Users in the areas of health, mobility and the ability to use 

access technology, and how to address any needs that are identified. 
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 Access Technology is a vital service which helps VI individuals to overcome 

some of the practical effects of sight loss at home, at work, in education and 

training, and in leisure. 

 

 Counselling helps VI individuals to discuss the effects of their sight loss. 

 

 Debt Advice ensures that VI individuals are able to resolve financial problems 

which may affect start-up funding or development capital. 

 

 Housing ensures that the VI individual has access to shelter and amenities as a 

platform for self-development. 

 

 Mobility Training is vital to overcome the effect of sight loss on orientation and 

travel, and to allow VI individuals to get to work safely, as an example. 

 

 Rehabilitation services support VI individuals to live independently. Mastering 

these skills is essential for entry to the labour market. 

 

 Welfare Rights knowledge is essential to the negotiation of the transition from 

state support to self-employment, especially as large numbers of VI individuals 

claim welfare benefits. 

 

A VI individual may not require support in all the services outlined, but an 

organisation’s enterprise service would be incomplete without some form of access to 

each service. Each field, from access technology to welfare benefits, is a potential 

barrier to a VI individual progressing in their enterprise journey. 
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Organisations using the Toolkit may also have local requirements which they should 

add to the list of services. For example, an organisation which works with young 

individuals in schools may add Entrepreneurial Education as an additional skill. 

Owing to the number of services, and the specialised nature of each service, one 

organisation may not be able to cover each area, so it is necessary to do both of the 

following: 

1) an internal services mapping of an organisation and  

2) an external services mapping to work out the existing advice and guidance 

provision for VI entrepreneurs.  

 

The services mapping exercise asks the reader to judge the quality of the work 

in each discipline and the geographic area covered for each discipline.  

 

The team or organisation is benchmarked by the number of results or the quality of 

results for services provided to VI individuals, from business advice through to welfare 

benefits. This may be a difficult task, but examples of how to gauge the quality of a 

team or organisation are: 

 Reputation 

 Records for outcomes 

 Evidence from Service Users 

 Conversations with staff in teams and organisation. 

 

The diagnostic judges the quality of a team or organisation either internally or 

externally in each discipline as follows: 

1. Good Team. A team with a high number of results or high quality results, with a 



 
This project has been funded with support from the European Commission under the Lifelong Learning Programme 

 
 

 
 

34 

34 

proven ability to fully support VI individuals, e.g. a team with a proven track 

record of working with VI individuals. 

2. Average Team. A team with a reasonable number of results and a reasonable 

quality of results, e.g. a team with average outcomes. 

3. Below average Team. A team not meeting a reasonable number of results with a 

poor quality of result, e.g. a team with poor outcomes. 

4. No service provision – N/A for not available 

 

The diagnostic results will allow you to judge the quality of the team or organisation in 

a service provision and their ability to support vision-impaired entrepreneurs. These 

results are important as they help to decide whether external partners are needed. 

 

Geographic Capacity 

The capacity of the organisation to deliver each service at a local, regional and 

national level will allow an organisation to know the size of the territory that it can 

cover. Knowing this will also help in judging whether external partners or 

subcontractors are required. 

 

The service mapping process analyses the geographic coverage of a team or 

organisation either internally or externally in each discipline by asking the following: 

1. Has capacity in local services 

2. Has capacity at a regional level  

3. Has capacity at a national level 

To each question there should be a Yes, No or N/A for not available.  
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Once the quality and geographic diagnostic is completed, it should show clearly what 

services are provided. 
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 Diagnostic 1/4 - Quality of Internal Service Provision [Example] 

Answer from left to right with YES or N/A per service so that you have a 

Good Team, Average Team or Below Average Team (or Not Available) per service. 

 

Service: 

Good team with a 

high number of 

results or high 

quality of results 

for VI individuals 

Average team with 

a reasonable 

number of results 

or reasonable 

quality of results 

for VI individuals 

Below average 

team with a poor 

number of results 

and poor quality 

of results for VI 

individuals 

Business Advice 
N/A N/A N/A 

Employment 
Y   

Access Technology 
Y   

Counselling 
Y   

Debt Advice 
N/A N/A N/A 

Housing 
Y   

Mobility 
N/A N/A N/A 

Rehabilitation 
N/A N/A N/A 

Welfare Rights 
Y   
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Diagnostic 2/4 - Geographic coverage of Internal Service Provision [Example] 

Answer from left to right Yes or No to your ability to deliver locally, regionally or 

nationally 

 

Service: 

Has capacity in 

local area 

Y / N 

Has capacity at 

regional level 

Y / N 

Has capacity at 

national level 

Y / N 

Business Advice 
N/A N/A N/A 

Employment 
  Y 

Access Technology 
  Y 

Counselling 
  Y 

Debt Advice 
N/A N/A N/A 

Housing 
  Y 

Mobility 
N/A N/A N/A 

Rehabilitation 
N/A N/A N/A 

Welfare Rights 
  Y 
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Diagnostic 3/4 - Quality of External Service Provision [Example] 

Answer from left to right with YES or N/A per service so that you have a 

Good Organisation, Average Organisation or Below Average Organisation (or Not 

Available) per service 

 

Service: 

Good team with 

high number of 

results or high 

quality of results 

for VI individuals 

Average team with 

reasonable 

number of results 

or reasonable 

quality of results 

for VI individuals 

Below average 

team poor number 

of results and 

poor quality of 

results for VI 

individuals 

Business Advice 

Name of provider: 

 

N/A Y N/A 

Employment 

Name of provider: 

 

Y N/A N/A 

Access Technology 

Name of provider: 

 

Y N/A N/A 

Counselling 

Name of provider: 

 

N/A Y N/A 
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Debt Advice 

Name of provider: 

 

Y N/A N/A 

Housing 

Name of provider: 

 

N/A Y N/A 

Mobility 

Name of provider: 

 

Y N/A N/A 

Rehabilitation 

Name of provider: 

 

Y N/A N/A 

Welfare Rights 

Name of provider: 

 

Y N/A N/A 
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Diagnostic 4/4 - Geographic Coverage of External Service Provision [Example] 

Answer from left to right Yes or No to your ability to deliver locally, regionally or 

nationally 

Service: 

Has capacity in 

local area 

Y / N 

Has capacity at 

regional level 

Y / N 

Has capacity at 

national level 

Y / N 

Business Advice 

Name of provider: 

 

Y Y N 

Employment 

Name of provider: 

 

Y Y Y 

Access Technology 

Name of provider: 

 

Y Y N 

Counselling 

Name of provider: 

 

Y Y N 

Debt Advice 

Name of provider: 

 

Y Y Y 

Housing 

Name of provider: 

 

Y Y N 
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Mobility 

Name of provider: 

 

Y Y N 

Rehabilitation 

Name of provider: 

 

Y Y N 

Welfare Rights 

Name of provider: 

 

Y Y N 
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Summary and interpretation of results [Example] 

 

Organisation has internal service delivery for VI in the following services with 

geographic capacity in brackets (L, local, R, regional and N, national): 

 Employment (N) 

 Access Technology (N) 

 Counselling (N) 

 Housing (N) 

 Welfare Rights (N) 

 

No internal service delivery in: 

 Business Advice 

 Debt Advice 

 Mobility 

 Rehabilitation 

 

Organisation has external service delivery available for VI in the following services with 

organisation rating (Good, Average, Below Average) and geographic capacity in 

brackets (L, local, R, regional and N, national): 

 Business Advice (Average, L & R) 

 Debt Advice (Good, L. R & R) 

 Mobility (Good, L & R) 

 Rehabilitation (Good, L & R) 
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Interpretation of results 

Business Advice could be improved from Average for VI individuals by working closely 

with the business advice provider to improve results for VI individuals. Alternatively, 

recruiting a business advisor and providing the business advisor with training in VI and 

accessibility issues could mean that the organisation would be able to provide 

business advice internally.  
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Diagnostic 1/4 - Quality of Internal Service Provision 

 
Answer from left to right with YES or N/A per service so that you have a 
Good Team, Average Team or Below Average Team (or not available) per service. 
 

Service: 

Good team with a 
high number of 
results or high 
quality of results 
for VI individuals 

Average team with 
a reasonable 
number of results 
or reasonable 
quality of results 
for VI individuals 

Below average 
team with a poor 
number of results 
and poor quality 
of results for VI 
individuals 

Business Advice 
   

Employment 
   

Access Technology 
   

Counselling 
   

Debt Advice 
   

Housing 
   

Mobility 
   

Rehabilitation 
   

Welfare Rights 
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Diagnostic 2/4 - Geographic Coverage of Internal Service Provision 

 
Answer from left to right Yes or No to your ability to deliver locally, regionally or 
nationally. 
 

Service: 
Has capacity in 
local area 
Y / N 

Has capacity at 
regional level 
Y / N 

Has capacity at 
national level 
Y / N 

Business Advice 
   

Employment 
   

Access Technology 
   

Counselling 
   

Debt Advice 
   

Housing 
   

Mobility 
   

Rehabilitation 
   

Welfare Rights 
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Diagnostic 3/4 - Quality of external Service Provision  

 
Answer from left to right with YES or N/A per service so that you have a 
Good Organisation, Average Organisation or Below Average Organisation (or not 
available) per service. 
 

Service: 

Good team with a 
high number of 
results or high 
quality of results 
for VI individuals 

Average team with 
a reasonable 
number of results 
or reasonable 
quality of results 
for VI individuals 

Below average 
team with a poor 
number of results 
and poor quality 
of results for VI 
individuals 

Business Advice 
Name of provider: 
 

   

Employment 
Name of provider: 
 

   

Access Technology 
Name of provider: 
 

   

Counselling 
Name of provider: 
 

   

Debt Advice 
Name of provider: 
 

   

Housing 
Name of provider: 
 

   

Mobility 
Name of provider: 
 

   

Rehabilitation 
Name of provider: 
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Welfare Rights 
Name of provider: 
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Diagnostic 4/4 - Geographic Coverage of Internal Service Provision 

 
Answer from left to right Yes or No to your ability to deliver locally, regionally or 
nationally. 
 

Service: 
Has capacity in 
local area 
Y / N 

Has capacity at 
regional level 
Y / N 

Has capacity at 
national level 
Y / N 

Business Advice 
Name of provider: 
 

   

Employment 
Name of provider: 
 

   

Access Technology 
Name of provider: 
 

   

Counselling 
Name of provider: 
 

   

Debt Advice 
Name of provider: 
 

   

Housing 
Name of provider: 
 

   

Mobility 
Name of provider: 
 

   

Rehabilitation 
Name of provider: 
 

   

Welfare Rights 
Name of provider: 
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Introduction 

This section of the Vision in Enterprise (VIE) Generic Toolkit contains information that 

will support an organisation to create its own self-employment support programme and 

guidance pack. It is a resource for organisations supporting Service Users (individuals 

willing to start or develop a business) with visual impairments to use in order to lead 

them into self-employment. This guidance is part of the VIE Generic Toolkit pack and 

should be used in conjunction with all other information provided. 

 

The Self-employment Programme Guidelines consists of two main parts: 

I. The self-employment support programme for VI Service Users 

II. The self-employment support guidance. 

 

The self-employment support programme for VI Service Users explains which 

elements are needed to build an efficient self-employment support programme for 

individuals with visual impairment. It lists the services that should be available for 

Service Users, outlines advisor competences and demonstrates using a step by step 

example how to run an entrepreneurship programme based on the experience of VIE 

Project. 

 

The self-employment support guidance  contains information on support activity 

strands available to Service Users with visual impairments, such as start up grants, 

equipment grants, training, business planning, and financial support whilst in business, 

and retention of or maintaining an existing business.  

 

Using the guidelines and basic information presented in the glossary at the end of this 
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Toolkit the VIE project outlines what is essential for a successful entrepreneurial 

support programme for individuals with vision impairments. 
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I. The self-employment support programme 

for VI Service Users 

The Vision in Enterprise Consortium’s ultimate goal is to facilitate a vision-impaired 

individual’s aim in becoming self-employed or in retaining their business, and to offer a 

professional support structure in achieving their goals.  

This is realised by using trained and experienced professionals who will be able to 

support VI entrepreneurs in their respective countries. To achieve this, the outcomes of 

the VIE Project are presented, including the extensive project activities that have taken 

place in the United Kingdom, Poland, Ireland and Cyprus. 

 

What is a self-employment support programme? 

A VI self-employment support programme is a series of dedicated services with the 

ultimate aim of delivering the best service to a vision-impaired individual that will 

enable him/her in developing their entrepreneurial skills. The goal, of course, is to 

assist them in starting a business and running it in the future with success. The 

programme should also deliver support to those persons who are already in business 

and, because of varying reasons, face difficulties in continuing. 

 

What does a self-employment support programme consist of? 

A self-employment support programme consists of: 

 A team of advisors and specialists who will support the VI Service Users using 

their knowledge, skills and individual support 

 A group of  Service Users who want to start or retain their business 

 The support process which is the interaction of Service Users and advisors 

 Administration such as documents, training materials and road of support 
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 A Coordinator or Coordinators of the service support strands 

 An evaluation and development process. 

 

The aim of the VIE Generic Toolkit is to suggest a model of support systems which the 

project partners have already found very efficient and effective. The VIE project was 

realised by the delivery partners who carried out a testing phase of self-employment 

programme in their respective country in very different economic, cultural, social, 

territorial and political states. The Consortium exchanged their mutual experiences 

and, while the overall concept remained the same, individual approaches to country-

specific situations were necessarily applied.  

NOTE: The Generic Toolkit should be used as the foundation of an entrepreneurship 

programme which should be edited and adjusted where relevant to your country’s or 

region’s conditions. 

 

Services that should be secured in an entrepreneurship programme 

The VIE Generic Toolkit proposes to build targeted self-employment support 

programme based on two important elements: 

1. Initially creative solutions to issues surrounding vision loss should be 

implemented by organisations with proper experience in areas such as mobility 

support, accessible technology, welfare benefit knowledge and rehabilitation  

2. Business advice. 

 

By a process of testing toolkits in Poland, Ireland and Cyprus it was found that each 

country has different requirements. For example, in one country a business advisor will 

contact qualified VI specialists or advisors but, in other countries, business advisors 

are hired into an organisation that specifically works with vision-impaired beneficiaries. 
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Nevertheless proper cooperation of both business advisors and disability specialists is 

essential.  

The entrepreneurship programme may of course involve many other organisations or 

advisors that will together be able to support the VI Service Users covering the 

following topics:  

 Initial Assessment/Interview 

 Business Advice 

 Employment 

 Access Technology 

 Counselling 

 Debt Advice 

 Housing 

 Mobility 

 Rehabilitation 

 Welfare Rights. 

 

A model of a support programme in steps for a VI Service User 

 

1. The initial assessment 

2. Training and skills development needs diagnostic 

3. Action plan of additional training and assessments if needed 

4. Business idea viability check and business planning process 

5. Service User decision on starting the business 

6. Action planning of activities to register the business 

7. Starting the business 

8. Ongoing advice and support 
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9. Ongoing evaluation, development and review plan. 

 

The above is a step by step route that a vision-impaired individual may take. These 

steps are more precisely listed in The Support Checklist (part Va of the VIE Generic 

Toolkit).  
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Examples of country-specific entrepreneurship programmes  

During the VIE project, three partners researched and prepared their own country-

specific self-employment programmes and toolkits to use.  

 

Poland, Ireland and Cyprus conducted a testing phase where partner organisations ran 

an entrepreneurship programme that was adjusted to their individual national 

conditions. All activities were based on a toolkit created by Action for Blind People 

(UK). Below, short descriptions are presented of the support programmes constructed 

in partner countries. 

 

Cyprus 

Pankypria Organosi Tyflon (POT) is a nongovernmental non-profit organisation 

established by vision-impaired individuals in 1980. The small number of individuals 

with vision impairment who live in Cyprus, along with the very small geographical area 

of the island, makes it possible for POT to offer a variety of services and support on a 

more individualised level all over the country. POT is closely affiliated with the St. 

Barnabas School for the Blind, the educational organisation for individuals with vision 

impairment that provides a variety of adult training courses including information 

technology and orientation and mobility among its programmes.  

 

In Cyprus, the toolkit underwent some minor adjustments in order to meet the 

requirements of the national situation and was translated into Greek. The toolkit was 

then used by POT’s employees, specifically by the social worker who is currently in 

charge of offering business advice to all vision-impaired individuals in need living in 

Cyprus. The social worker might sometimes call upon support from external business 

advisors among the organisation’s network of volunteers, in particular when working 
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together with Service Users to draft a business plan, prepare a cashflow or when 

dealing with legal matters such as business registration, etc. 

The toolkit is currently used by POT and is enhancing and expanding its business 

support service. 

 

Poland 

Fundacja Instytut Rozwoju Regionalnego (FIRR) is a VI support organisation that 

delivers most of the activities in Poland that support the social and vocational activity of 

VI people. The organisation is one of many delivering support to people with different 

disabilities but mostly vision-impaired. Compared to Cyprus, the geographic territory is 

very big, which is why a different support system had to be implemented. 

 

FIRR hired a mainstream vocational and business advisor who was trained in basic VI 

issues. The business advisor was trained in topics such as basic mobility issues, 

accessibility technologies, accessible formats and what could be described as savoir-

vivre while working with a VI Service User. This helped in delivering the proper 

business advice process. In addition, FIRR’s specialist coordinator was organizing all 

additional support such as training and coaching. 

Throughout the testing phase, several changes to the initial toolkit were implemented 

and two examples of the process in action were tested and evaluated. This enabled 

the finalisation of the form of the toolkit, which was then delivered to all business 

advice organisations in Poland to use. A VI support toolkit with guidelines, a handbook, 

an initial interview and all supporting documents is now available to any business 

advisor who wants to use it in Poland. 

 

Ireland 
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National Council for the Blind of Ireland (NCBI) is a national organisation supporting 

vision-impaired people throughout Ireland. The initial toolkit was adopted and 

supplemented with country-specific support schemes and precise information 

regarding services available to a VI person. Practical use of the toolkit, especially the 

initial assessment with development plan and review was then implemented. 

Experience showed that all entrepreneurship centres had existing internal toolkits and 

documents for the delivery of business advice but the support mechanism that NCBI 

proposed went a different way. NCBI decided to gain more skills in business guidance 

and then carried out the initial assessment to gather all the necessary VI information, 

implemented appropriate support and assisted Service Users in obtaining mainstream 

business advice. NCBI has established dedicated national business advisors for the 

project and has, in turn, been added to a mentor list as a VI and disability specialist 

advisor. 

 

The VI Business Advisor Competences 

 

The role of a Business Advisor: 

 Planning and organising work patterns 

 A solid understanding of the current labour market 

 Establishing contact with the Service User and developing their confidence and 

motivation to be actively involved in the enterprise process 

 Giving advice and support through the use of information available regarding 

education and training, and providing business information 

 Developing action plans with the Service User, monitoring the process through 

reviews and ensuring plans are realized 

 Organising and carrying out group work 
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 Developing support networks with labour offices, enterprise boards, disability 

supports, access technology providers, government departments and banks 

 Evaluating support services 

 Use of the ViE toolkit. 

 

 

Experience and Qualifications 

Preferably a background in a discipline such as career guidance, rehabilitation, 

sociology, psychology, organisation and management, economics, law (including 

labour law) and/or marketing. 

 

Preferably one or more of the following attributes: 

 Experience of working with vision-impaired people 

 Experience in the provision of business advice 

 Experience of running own business 

 Obtained an accreditation in business advice and guidance or working towards 

these accreditations 

 Low vision training. 

 

Knowledge and Understanding 

 Ability to source relevant information for employment, e.g. job descriptions, 

professional reports 

 Ability to use multi-media platforms such as film, computer programmes, 

specialist software, databases and websites 

 Knowledge of methods and tools used for vision-impaired individuals and groups 
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in training and education environments 

 Knowledge of vocational counselling 

 Knowledge of the law in relation to SME businesses 

 Knowledge of how to compile business plans and the elements required to 

develop a successful business proposition 

  Knowledge of how to market and promote small businesses 

 Knowledge of Social Enterprises and experience in their development 

 Knowledge of the labour market and how to access self-employment, education 

and training schemes 

 Able to access support for vision-impaired people in the workplace 

 Understanding of the needs of blind and partially sighted people. 

 

Skills and Abilities 

 Ability to communicate effectively at all levels 

 Ability to write reports, briefings and guidance papers 

 Ability to speak knowledgably about self-employment 

 Ability to speak knowledgably about the needs of vision-impaired people. 

 

Qualities and Competencies 

 Excellent interpersonal skills 

 Well-presented 

 Competent in the use of IT 

 Persuasive 

 Logical 

 Good memory 
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 Imagination and creative thinking 

 Flexible approach to problem-solving 

 Articulate. 

 

Useful Personal Abilities 

 Showing respect for values, individuality and the dignity of other people 

 Ability to deal with people 

 Ability to listen and to observe 

 Interpersonal skills 

 Ability to motivate 

 Ability to create the atmosphere of confidence and acceptation 

 Independent 

 Ability to plan 

 Showing initiative 

 Ability to co-operate 

 Ability to multi-task 

 Empathic 

 Objective and tolerant 

 Ability to make quick and accurate decisions 

 Has social and scientific interests 

 Showing perseverance and patience 

 Conscious of one’s abilities and limitations 

 Readiness to introduce changes 

 Showing credibility 

 Self-control 
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 Frankness 

 Neat appearance 

 Inclination to self-learning 
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II. The self-employment support guidance 

 

The main purpose of this self-employment support guidance will be to: 

 Provide Coordinators with information on the support available to Service Users 

who intend to start up a business; 

 Enable and empower vision impaired individuals in understanding the business 

planning process and to achieve positive outcomes; 

 Maximize choice and opportunity; 

 Minimize the financial cost to the Service User when starting a business; 

 Avoid Service Users' business failures, which may result in financial and 

emotional costs and could also prevent those Service Users from accessing 

support in the future. 

 

The guide will consist of: 

Section 1 - Identifying training and specialist advice 

Section 2 - Business planning support 

Section 3 - Accessing grants, loans and awards 

Section 4 - Supports from organisations for the vision impaired 

Section 5 - Identifying financial support whilst in business 

Section 6 - Other business factors 

Section 7 – Ongoing support 

Section 8 – Retention. 
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Section 1 - Identifying Training and Specialist Advice 

 

To investigate self-employment and to successfully run a business, a vision-impaired 

individual heading for self-employment or being retained in business may require 

training or advice which falls outside the skill set of the Coordinator (the main business 

advisor supporting the Service User).  

 

In the course of the initial interview carried out between the advisor and the Service 

User (Part V of the VIE Generic Toolkit), they should have identified together what 

skills and attributes they can bring to the new business. The assessment should also 

have identified what gaps there may be in the Service User’s skills and knowledge that 

could be improved upon with additional training. If this is the case then options to 

attend a course must be considered as the gaps will only become wider in the future if 

this shortfall is not addressed immediately.  

The type of business a Service User wishes to start will determine the business skills 

that they will initially need. Service Users may already have business skills from their 

previous employment, hobbies or activities: for example marketing, bookkeeping or IT. 

 

Service Users investigating self-employment may require such skills as: 

1. Business plan and cashflow preparation 

2. How to conduct market research 

3. Forming and naming the business 

4. Finance, accounts and taxation 

5. Salary and pay-related taxes, and employing staff 

6. Health and safety, and premises 

7. IT and e-commerce 
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8. International trade 

9. Advertising and branding 

10. Industry specific training courses, e.g. food hygiene. 

 

In addition, Service Users who have started up their business or who are already self-

employed may wish to enhance their business skills. Such skills might include: 

1. Introduction to VAT 

2. Business networking 

3. Marketing a new service 

4. Importing and exporting 

5. Selling a business 

6. Research and development 

7. IT training. 

 

Examples of training programmes that might benefit Service Users 

General business start-up courses 

A Service User may benefit from a general business start-up course to give them a 

brief overview of the process and to assess their suitability. This would cover the 

following issues: 

 Is the business idea viable? 

 What is a business plan - and why do you need one? 

 What are the personal implications of starting and running a business? 

 What common legal issues must you address? 

 Are you suitable to run a business? 
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Managing accounts course 

Anyone who is self-employed has a legal requirement to: 

 File an annual Self Assessment Tax Return with the correct regulatory financial 

organisation in the relevant country 

 Maintain records showing business income and expenses. 

A course can be undertaken by Service Users to help them identify the requirements 

and how to comply. Service Users may need training/advice in order to be able to 

complete some or all of the legal requirements. Book-keepers or accountants are 

another source of information should a Service User wish to employ a professional to 

assist with this. 

 

Marketing/advertising 

To generate a steady flow of sales, Service Users may require a general marketing 

and advertising course on how to effectively promote their business. Poor marketing 

can have an adverse effect on a business but good marketing can be expensive. The 

Service User who develops a better knowledge of effective marketing may ensure that 

they project an excellent image at reasonable cost. 

 

Business planning 

Service Users who are having difficulties in writing a business plan may benefit from a 

course on the subject. The courses typically cover issues such as cashflow, general 

marketing, what should be included in the plan, potential funding, the proposed 

customers, staffing and more. 
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Business name and structure 

These courses help Service Users to understand the legal requirements when 

choosing a business name and the complex subject of the different legal structures, 

such as sole traders, partnerships, companies, social enterprises and franchises. 

 

Investigation of other courses 

Service Users may need a specialist course which directly relates to their individual 

business, for example: importing and exporting; internet marketing and intellectual 

property rights. 

Section 2 - Business Plan Support 

 

Service Users wishing to gain access to business start-up support will generally 

require a business plan. Organisations which require a plan may have their own 

template for the Service Users to complete and submit.  

 

Business plan templates come in a variety of formats, which vary from organisation to 

organisation. Templates range from the very complex, which require detailed financial 

information, to the simple, merely requiring a general overview of the business.  

 

Organisations which require a business plan do not generally stipulate that it must be 

completed in their own format; it must simply contain the required information.  

 

Service Users who need a business plan should be encouraged to complete a first 

draft and should be informed that, in the initial stages, there may be several sections 

that they cannot complete until further investigation has been undertaken regarding the 

business idea. 
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Once this first draft is complete, the Coordinator works with the Service User to identify 

any areas of the business plan which need further attention. 
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Who may require a business plan? 

1. Organisations 

 Funding Organisations. To determine whether the business is viable, if it 

qualifies for a business start-up grant and why funding is required. 

 Service providers for individuals with disabilities. To help make a decision 

on the viability of the business. 

 Financial support schemes. To check eligibility for financial support 

schemes such as welfare benefits while trading. A Service User may be 

required to demonstrate how much income the business will generate. 

 

2. Service Users: 

 To clarify their business idea and to assist them in deciding whether or not 

to proceed.  

 To determine whether the product/service has a sufficient potential market 

to be profitable.  

 To provide an estimate of start-up costs and how much will be needed from 

investment or finance.  

 To define the Service User's market research including potential 

competition, pricing, advertising, targeted marketing and how that market 

should be targeted. 

 To understand the risks involved and to identify potential problems.  

 

It is the role of the Coordinator to encourage Service Users to ensure that they 

complete a business plan before starting up in business. Completing the business plan 

will ensure that the core elements of the business have been investigated and been 
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given due consideration by the Service User before they are fully committed to the 

business. 
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Section 3 - Support Grants for Individuals with Disabilities 

 

Identify the sources of support 

Most European countries have a National Training and Employment Authority that is 

involved in designing, developing and delivering programmes and services that 

address the needs of the labour market and specific targeted groups.  

 

Usually these authorities operate training and employment programmes, provide a 

recruitment service to jobseekers and employers, have an advisory service for 

industry, and support community-based enterprises.  

 

Their services cover areas such as services for jobseekers and the unemployed, 

workforce development, labour market policy, social inclusion, equality and diversity, 

and customer service. 

 

In most cases, these authorities are responsible for providing labour market services 

for disabled individuals, assisting with finding paid employment or preparing for 

employment through a training or employment programme.  

 

From these authorities, Service Users seeking self-employment might benefit from the 

services outlined below. 

 

Individual Reader Grant 

Service Users who might need assistance with job-related reading may be entitled to a 

grant to employ an Individual Reader.  
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Workplace Equipment Adaptation Grant  

Service Users may also require a more accessible workplace or adapted equipment 

such as adaptive and assistive technology (CCTV, screen reader, large screen 

monitors), or a strip light or head torch to improve lighting. Service Users may be able 

to get a grant towards the costs of adapting premises or equipment. Once the 

equipment is purchased, follow-up training and installation may be carried out by an 

Assistive Technology Advisor. 

 

Service Users might then require training in order to operate the accessibility 

equipment correctly.  

 

Identify entrepreneurship support 

Once the specific disability services are accessed, then the next step would be to find 

and list any organisations and support strands that are available for individuals 

heading for self-employment or in developing their existing businesses. 

 

It may be that there are programmes that are not used by vision-impaired individuals 

because of their lack of accessibility. That is why the role of the Coordinator will be to 

arrange proper steps for the VI Service User to be able to use these programmes too. 

 

Identify support needs 

Some other aspects that the Coordinator may assist with could be in identifying with 

the Service User any tasks they may be unable to undertake in relation to their 

business which are directly due to their vision impairment. These could be: 

 To guide them to and from meetings 

 To give quotations 
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 To read business documents, particularly terms and conditions 

 To take photographs for an e-commerce website. 

 

In different countries throughout Europe there may be different types of grants and 

financial mechanisms supporting disabled individuals. There may be also training, 

study visits, contact seminars and many others.  

 

Country specific investigation is required  
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Section 4 - Funding 

 

It is essential that, before starting up in business, both Coordinators and/or Service 

Users have investigated any and all financial support available, such as grants, loans 

and start-up awards. After starting a business, the number of potential grants available 

to Service Users is greatly diminished, as the majority of grants are designed to enable 

individuals to start a business and therefore cease claiming benefits.  

 

Finance for business start-ups comes from numerous sources located both regionally 

and nationally. Typically, to access any grants or loans, Service Users will need a 

complete business plan and an application form stating what the grant or loan will be 

used for. 

 

To reduce the financial burdens and liabilities to Service Users, business finance 

should be sourced in the following order: Grants => Soft loans => Loans. These are 

outlined below in more detail. 

 

Business Start-up Grants 

Business grants can be used for almost any aspect of the business, for example, to 

purchase stock or equipment, advertising, or to pay for a period of rent. Generally the 

purpose of a business grant is to help individuals to cease claiming benefits by 

enabling them to become self-employed. Precise rules of grants available in a country 

should be investigated by the Coordinator. 
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Soft loans 

A soft loan is like any other loan, such as a personal loan or a business loan. As with a 

regular loan, an amount of money is borrowed which is eventually paid back in regular 

payments, plus interest. 

 

 The main differences between a soft loan and a regular loan are: 

1. Soft loans tend to come at a lower rate of interest than a standard business or 

personal loan. On some soft loans, rates are even at 0%, but there is often an 

administration fee. 

 

2. There is usually a holiday period in which there are no repayments, which starts 

from the money being available in the Service Users’ bank account. This can be 

up to 6 months. 

 

3. Sometimes, organisations supporting a disabled entrepreneur will offer holiday 

periods if the individual gets into trouble paying back the loan. This can be useful 

to an individual with disabilities if their business is on a downturn or illness is 

dictating how many hours they can work. 

 

4. The majority of soft loans are unsecured and, in some circumstances, if the 

business stops because of ill health or lack of business, it may be possible for 

the debt to be “written off” by the organisation who granted it. For a debt to be 

written off, the Service User may need to show that they have really tried to 

make the business a success. This clause would need to be agreed with the 

issuer before acceptance of the loan. 
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Soft loans tend to be issued by Charities and Enterprise Centres that support 

individuals who wish to become self-employed. 
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Business Loans 

Business loans come with various terms and conditions, repayment periods and 

interest rates. Generally, loan organisations will give loans based, not on the strength 

of the business idea or plan, but on the financial position of the Service User.  

 

1. Banks and financial Organisations 

Loan decisions from a bank are heavily influenced by the Service User's financial 

situation rather than the strength of their business plan/idea.  

Preferential interest rates will be given to  Service Users who own their own home 

or who are in part/full time employment. 

 

2. Loan Comparison Websites 

By looking at the whole of the market, it is possible to gain reduced rates of interest 

and better payment terms.  

 

3. Loan Brokers 

Brokers will compare the market on the Services User's behalf, for a pre-arranged 

fee. 

 



 
This project has been funded with support from the European Commission under the Lifelong Learning Programme 

 
 

 
 

81 

81 

Application Process for Grants and Loans 

Organisations who offer financial support for business start-up will require a completed 

application form to determine if the business qualifies for funding.  

The processing time for a business grant/loan could depend on a number of factors: 

 Whether the grant/loan requires a completed business plan 

 The completion of the application form 

 Dates of grant panel meetings 

 The time it takes to obtain quotes for the desired business items 

 Further questioning of the business plan. 

 

All these factors could mean that the processing of an application could take several 

months. Service Users should be made aware of these factors before determining a 

start date for the business. 

 

To prioritise what to purchase for the business, a Service User may draft a “wish-list” of 

items needed when writing the business plan. This could start with what is believed to 

be essential, such as a vehicle, stock and initial rent/rates, to what is less essential, 

such as letter headed paper, office furniture or a laptop. Funders may use this list to 

decide which it would be preferable to fund. 
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Section 5 - Identifying Financial Support Whilst in Business 

 

Obviously it is a major commitment for Service Users to start their own business and 

the financial impact on both Service Users and their families must also be considered, 

especially if they are receiving state benefits. Some Service Users may receive a Blind 

Pension or a combination of benefits and the prospect of losing these may present 

some significant barriers. It is, therefore, vital that, before going into self-employment, 

Service Users have explored the benefits they are entitled to whilst trading.  

 

In order to have the support country specific the organisation using VIE Generic 

Toolkit should investigate any support available and list it with proper information for 

Coordinators supporting the Service Users. 

 

Some of financial support mechanisms may include: 

 Grants for business development 

 Financial support in paying back bank loans 

 Soft loans for business development 

 Financial participation in developing or releasing a new product on the market. 
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Section 6 - Other Business Factors 

 

Before Service Users start up in business, encouragement should be given to 

investigate any “legal” or “non-legal” requirements of the business. Those outlined 

below do not constitute an exhaustive list. 

 

Insurance 

Business insurance is usually divided into three fields:  

 Liabilities: employee, public, product, professional 

 Property and buildings 

 Business assets and equipment (contents cover). 

 

Permits/certificates 

A business could require a permit, certificate or license to: 

 Entertain the public 

 Distribute products, e.g., fireworks 

 Sell food 

 Be open in unsocial hours 

 Work with animals. 

 

Registration at a tax office in the country 

By law, new businesses are required to be registered with a proper tax institution and 

within a particular period of time. 
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Record keeping 

To ensure an accurate tax assessment, Service Users are required by law to keep 

accurate records of any income and expenditure. 

 

Stationery regulations 

The legal status of the business (Sole Trader, Limited Company, etc.) will determine 

the legal requirements of how that business must display their trading name. 

 

Business name 

In different countries different regulations refer to the name of the business regarding 

the legal structure of it, whether it is a sole trader, enterprise, cooperative or other 

form. 

 

Premise regulations 

Service Users may require legal advice to fully understand the terms and conditions of 

a lease. Consideration should be given to: 

 Working from home regulations 

 Council business usage regulations 

 Waste disposal 

 Repairs and maintenance. 
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Health and Safety 

Service Users will need to check their legal responsibilities regarding Health and 

Safety. Depending on the type of business, areas of concern may be: 

 Fire regulations 

 Electrical certificates 

 Responsibilities to Employees. 

 

Employer responsibilities 

When employing members of staff, consideration should be given to the employer’s 

responsibility and the overall cost. Service Users need to calculate additional costs, 

such as: Employer's Liability Insurance; Subcontracting; Employment contracts; 

Payroll; Holiday entitlement and Pensions, etc., before taking on new members of staff. 

 

Non-legal requirements 

Business bank accounts can be obtained from any high street bank or via the internet. 

Consideration should be given to: 

 Length of time they offer free banking 

 Charges once the initial free period has run out 

 Accessibility to withdraw or deposit cash 

 Support offered for small businesses 

 Credit facilities 

 Accessibility for screen readers and other VI equipment – is the bank VI friendly? 
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Section 7 – Ongoing Support  

 

The first year for trading is generally regarded as the most volatile for a newly 

established business. Business support from external organisations can sometimes 

cease once the Service User starts up in business. A Coordinator may be required to 

monitor the progress of the business during this period to identify areas of potential risk 

to the Service User's business, and to improve the chances of success. 

 

Areas to be monitored 

Applications and grants 

Successful applications for schemes need to ensure that: 

 All payments were received 

 Equipment has arrived and has been installed 

 Training for any equipment or software has been undertaken. 

 

Financial Support  

Co-ordinators should ensure that Financial Support Programmes are running correctly 

and the Service User is receiving some form of income. 

 

Sales and expenditure 

Monitoring whether the Service User is achieving his sales/expenditure figures as 

stated in the cashflow forecast is essential. If these are not being achieved, further 

advice/training may need to be sourced. 
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Grants 

Whilst trading the Service User may require further grants to develop their business. 

Support may be needed to source funding and complete application forms. 

Awards 

Business awards are organised by various national and local organisations to honour 

and recognise the achievements of businesses and the individuals behind them. 

Entering an award usually requires a brief essay and description of the business. 

Some contests may require financial records. Being a finalist in an award could mean 

free publicity in local or national press and potential prize money.  
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Section 8 - Self-employment Retention 

 

Retention is understood as Service Users whose vision impairment had, or is having, a 

negative impact on their business. The self-employment retention service will support 

Service Users who are already in business and whose vision affects their ability to 

resolve their business issues.  

 

Self-employment retention may be required for the following reasons: 

1. A self-employed individual is newly diagnosed with an eye condition, which has a 

negative impact on their business 

2. An individual already has a sight condition and is experiencing a negative impact 

on their business because of the deterioration of their eyesight. 

 

Why is the Service needed? 

In mainstream employment, when a member of staff becomes vision-impaired, the 

employer has a duty to pursue options to retain them in employment.  

Due to the nature of self-employment, support strands used for mainstream 

employment, such as Human Resources, Trade Unions, Equality and Human Rights 

Commission, Centres for debt advice, Free Law Centres, etc., are not usually available 

to a Service User in business. 

 

What is the Coordinator's role in this? 

A Coordinator will work closely with Service Users to ensure that any support 

accessed is correct and delivered in a timely manner.  

 

Delays in support access and implementation could be detrimental to the business 
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and, in some cases, may even result in Service Users closing the business.  

If Service Users are unable to operate their business after support has been 

investigated, it may be necessary for the Coordinator to support Service Users in the 

closure of the business and to implement an exit strategy.  

 

Support strands for business retention 

To identify the support required, a Coordinator will carry out an initial interview, which 

can be based on the initial interview form that is part V of the VIE Generic Toolkit.   

 

The Coordinator should work with Service Users to identify business issues related to 

their visual impairment, which could be resolved through either a support worker or 

accessibility equipment. 

 

Many elements of the support strands are analogous to the elements listed in sections 

1-7 in this toolkit. 

 

Internal Support 

The Coordinators should be ready to prepare and coordinate additional training for 

Service User if necessary.  

 

During the initial interview, Service Users should be informed of all relevant services 

within the organisation. These services could improve the Service User's quality of life 

and could also aid them with retention. 
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External support 

External organisations such as local Societies, Social Services, or specialist business 

advisors may improve the success rate in retaining Service Users in business. 

For example, following a reduction in eyesight, Service Users may lose confidence in 

travelling by foot to visit their customers. Mobility training may improve Service Users’ 

confidence and enable them to continue with that aspect of the business. 

 

Financial support 

In some instances, Service Users’ income may be reduced because they are no longer 

able to cope with the business in its current form. It may be possible for them to access 

support from the welfare benefits system, to subsidise their income.  

 

Grants  

Service Users who become vision-impaired and have financial difficulties may be 

eligible for grants from local or national organisations. 
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Last Word 

The above information outlines a set of key areas that are crucial to investigate if an 

organisation is thinking of supporting a vision-impaired Service User. The information 

prepared is a set of generic principles that should be reviewed and, with the support of 

the VIE Generic Toolkit, adapted to needs that are specific to the country where it will 

be used. 
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. VIE Project  
Project Output/Outcomes 

 
 
Table 1: Visual acuity of participants for The Pancyprian Organization of the Blind 
 

Output Number 

Total number of VIE service users supported  8 

Number of totally blind service users 2 

Number of service users with residual vision 6 

Number of VIE service users reading regular print 
without aids such as braille, magnification or speech 
technology 

2 

Number of VIE service users using braille 2 

Number of VIE service users using  magnification 
technology 

4 

Number of VIE service users using speech based 
technology 

2 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
This project has been funded with support from the European Commission under the Lifelong Learning Programme 

 
 

 
 

93 

93 

 
 

VIE Project  
Project Output/Outcomes 

 
 
Table 2: Outputs for The Pancyprian Organization of the Blind 
 
Definitions 
Pre-start: A person who is thinking about starting a business 
Retention: Business development with support from a vision impaired oriented 
organization. The service user is making a product or providing a service and is selling 
the product or service 
Start up: A service user who was in the pre-start category or was in the retention 
category and who registers their business as a legal entity e.g. sole trader, limited 
company or company limited by guarantee 
 

Output Number 

Number of enterprise programmes run 
before Sept 2010  

0 

Number of enterprise programmes run Sept 
2012 

1 

Number of VIE service users recruited  8 

Number of VIE pre-start service users 4 

Number of VIE retention service users 4 

Number of start up businesses created 
before Sept 2010  

0 

Number of businesses started up Sept 2010 
to Sept 2012 

2 

Number of service users supported after 
Sept 2012 

6 
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VIE Project  
Project Output/Outcomes 

 
Table 3: Service User Industry Sector POT 
 
START-UPS 
1. Baking and Confectionary 
2. Food and catering 
 
RETENTION (Business development with the intervention of a vision impaired oriented 
organisation): 

1. Sound Studio 
2. Chair and Basket Weaving 
3. Farming Unit for chickens, rabbits and canaries 
4. Catalogue dealer 

 
Table 4: Service Users activity POT 
 

Output Number 

Numbers of service users who have attended 
training courses e.g. mobility or business 
planning 

7 

Number of service users who have been 
supported in the work place e.g. 
assessments and equipment obtained 

5 

Number of service users supported in 
applications for finance e.g. grants or loans 

2 
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VIE Project  
Project Output/Outcomes 

 
Table 5: Mainstreaming and Dissemination activity POT 
 

Output Number 

Mainstreaming activity e.g. events and 
workshops 

12 

Dissemination activity e.g. events and 
workshops 

8 

  
Definitions 
Mainstreaming: A vision impaired oriented organization providing sight related advice 
to organisations that may support vision impaired entrepreneurs 
Dissemination: Activities promoting the VIE project 
 
Mainstreaming activity 
Media campaign, newsletter, website, magazine 
Presentation at EBU General Assembly 
Presentation at POT annual general assembly 
Radio news interview 
Publication 
Business advice workshop 
Close cooperation with Workshop with The Department of Social Inclusion FOR 
Persons with Disabilities (a division of the Ministry of Labour and Social Insurance) 
Close cooperation with the Local Employment Office (in Nicosia) 
Information circulated to The Cyprus Productivity Centre and the Human Development 
Authority of Cyprus 
The Cyprus Chamber of Commerce 
 
Dissemination 
Media campaign, newsletter, website, magazine 
Presentation at EBU General Assembly. 
Presentation at POT annual general assembly 
Presentation to the staff of the St. Barnabas School for the Blind Radio interview 
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Publication 
Electronic bulletin circulation to various friends and associates of POT 
Electronic bulletin circulated to: other NGOs of the disabled, Department of Social 
Inclusion FOR Persons with Disabilities (a division of the Ministry of Labor and Social 
Insurance), Local Employment Office, Banks, The Cyprus Productivity Centre The 
Human Development Authority of Cyprus, and the Cyprus Chamber of Commerce 
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VIE Project  
Project Output/Outcomes 

 
 
Table 1: Visual acuity of participants for NCBI 
 

Output Number 

Total number of VIE service users supported  13 

Number of totally blind service users 5 

Number of service users with residual vision 8 

Number of VIE service users reading regular print 
without aids such as braille, magnification or speech 
technology 

0 

Number of VIE service users using braille 0 

Number of VIE service users using  magnification 
technology 

8 

Number of VIE service users using speech based 
technology 

5 
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VIE Project  
Project Output/Outcomes 

 
 
Table 2: Outputs for NCBI 
 

Output Number 

Number of enterprise programmes run by 
NCBI before Sept 2010  

0 

Number of enterprise programmes run by 
NCBI Sept 2012 

1 

Number of VIE service users recruited  13 

Number of VIE pre-start service users 7 

Number of VIE business development 
service users 

6 

Number of start up businesses created 
before Sept 2010  

0 

Number of businesses started up Sept 2010 
to Sept 2012 

3 

Number of service users supported after 
Sept 2012 

7 
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VIE Project  
Project Output/Outcomes 

 
Table 3: Service User industry sector NCBI 
 
START-UPS 

1. Online teaching 
2. Mediation  
3. Leather carving and wood turning 
4. Reikki and massage therapy 
5. Dance and drama 
6. Executive Events 
7. Disability Awareness Training 

 
RETENTION: 

1. Car registration/ radiator repairs 
2. Software sales 
3. Independent Sound Engineer 
4. Architect 
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VIE Project  
Project Output/Outcomes 

 
Table 4: Service Users activity NCBI 
 

Output Number 

Numbers of service users who have attended 
training courses e.g. mobility or business 
planning 

5 

Number of service users who have been 
supported in the work place e.g. 
assessments and equipment obtained 

7 

Number of service users supported in 
applications for financial e.g. grants or loans 

3 

 
 
 
Table 5: Mainstreaming and Dissemination activity NCBI 
 

Output Number 

Mainstreaming activity e.g. events and 
workshops 

11 

Dissemination activity e.g. events and 
workshops 

9 
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VIE Project  
Project Output/Outcomes 

 
 
Mainstreaming activity 

1) Dublin City Enterprise Board 
2) FAS 
3) Partas 
4) Hand on Heart 
5) Website 
6) European Projects 
7) Irish Association of Supported Employment  
8) Galway Enterprise board 
9) Training Centre development 
10)Invite mentor 
11)Regional activity 

 
Dissemination activity 

1) Dublin City Enterprise Board 
2) FAS 
3) Partas 
4) Hand on Heart 
5) Website 
6) European Projects 
7) Newsletter and quarterly magazine 
8) Irish Association of Supported Employment  
9)  Galway Enterprise board  
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VIE Project  
Project Output/Outcomes 

 
 
Table 1: Visual acuity of participants for FIRR (Foundation Institute for Regional 
Development) 
 

Output Number 

Total number of VIE service users supported  9 

Number of totally blind service users 1 

Number of service users with residual vision 8 

Number of VIE service users reading regular print 
without aids such as braille, magnification or speech 
technology 

0 

Number of VIE service users using braille 1 

Number of VIE service users using  magnification 
technology 

8 

Number of VIE service users using speech based 
technology 

3 
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Project Output/Outcomes 

 
 
Table 2: Outputs for FIRR 
 
Definitions 
Pre-start: A person who is thinking about starting a business 
Retention: Business development with support from a vision impaired oriented 
organization. The service user is making a product or providing a service and is selling 
the product or service 
Start up: A service user who was in the pre-start category or was in the retention 
category and who registers their business as a legal entity e.g. sole trader, limited 
company or company limited by guarantee 
 

Output Number 

Number of enterprise programmes run 
before Sept 2010  

0 

Number of enterprise programmes run Sept 
2012 

1 

Number of VIE service users recruited  9  

Number of VIE pre-start service users 6  

Number of VIE retention service users 3  

Number of start up businesses created 
before Sept 2010  

0 

Number of businesses started up Sept 2010 
to Sept 2012 

1  

Number of service users supported after 
Sept 2012 

4  
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VIE Project  
Project Output/Outcomes 

 
Table 3: Service User Industry Sector (FIRR) 
 
START-UPS 
1. Massage, dog hairdressing and mortgage brokerage 
2. 
 
RETENTION (Business development with the intervention of a vision impaired 
organisation): 
1. Massage, dog hairdressing and mortgage brokerage 
2. music band, renting sound systems, DJing, singing 
3. Massage – opening a masseur facility 
 
Table 4: Service Users activity (FIRR) 
 

Output Number 

Numbers of service users who have attended 
training courses e.g. mobility or business 
planning 

7  

Number of service users who have been 
supported in the work place e.g. 
assessments and equipment obtained 

3  

Number of service users supported in 
applications for financial e.g. grants or loans 

2  
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Project Output/Outcomes 

 
Table 5: Mainstreaming and Dissemination activity FIRR 
 

Output Number 

Mainstreaming activity e.g. events and 
workshops 

7 

Dissemination activity e.g. events and 
workshops 

8 

 
Definitions 
Mainstreaming: A vision impaired oriented organisation providing sight related advice 
to organisations that may support vision impaired entrepreneurs 
Dissemination: Activities promoting the VIE project 
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VIE Project  
Project Output/Outcomes 

 
Mainstreaming activity  
1. KSU Network Malopolska Regional Consulting Point 
2. FEE – Foundation of European Education 
3. Eudajmonia Fundation  
4. Instytut Tyflologiczny PZN (Polish Association of the Blind) 
5. Holownik Project participation 
6. KSU Network distribution of FIRR TK in Poland 
7. Labour Office Malopolska 

 
 
Dissemination activity 
1. Promotion strategy realized during the project (web subpage of the project, press 
releases, web publications, newsletters, web radio audition) 
2. Publishing an online questionnaire on the attitude of VI to self-employment 
3. Distributing VIE materials on a conference “The Rights of Disabled People” in 
Warsaw 
4. Mailing list “tyflos” activities (recruitment and promotion) 
5. Promoting the project during the HOLOWNIK project 
6. Contact with participation of the "Improving Employment Opportunities in the Labour 
Market for Marginalised Communities" LLP project 
7. Presenting the project activities during mainstreaming actions 
8. Publishing an audio podcast on www.tyflopodcast.net on the topic of VI 
entrepreneurship 
 
 

 

 

 

http://www.tyflopodcast.net/


 
This project has been funded with support from the European Commission under the Lifelong Learning Programme 

 
 

 
 

107 

10
7 

Vision in Enterprise Generic Toolkit  

for organisations supporting vision-impaired people  

in self-employment (v1.0) 

 

 

 

SECTION IVa 

Business Plan  

Guidance 
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This project has been funded with support from the European Commission under the 

Lifelong Learning Programme.  

 

This publication [communication] reflects the views only of the author, and the 

Commission cannot be held responsible for any use which may be made of the 

information contained therein. 
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Introduction 

The Business Plan Pack is designed for the Service User and also for the Coordinator 

supporting the Service User to help them understand the business planning process. 

 

For further guidance on what a business plan is and what it is used for, please refer to 

the Self-employment Programme Guidelines (Part III of the VIE Generic Toolkit): 

Section II.2 - Business Plan Support. 

 

When an organisation is creating its own “Business Plan Pack”, it may be 

necessary to investigate country-specific elements. 

 

Business Plan Pack  

This pack contains instructions on how to complete a business plan. 

It consists of: 

IVa - Business Plan Guidance (current document), 

IVb - A Business Plan Template, 

IVc - Sample Business Plan by Brian Madden, a fictional Service User, 

IVd - Cashflow Template, 

IVe - Sample Cashflow. 

 

Note to Service Users 

Before starting the first draft of the business plan, please read the “Sample Business 

Plan” and the “Business Plan guidance” to get a better understanding of the process 

involved. Once these documents have been read, open the “Business Plan Template” 

and begin to fill in each section. The sections of the Business Plan template are 

numbered 1-16; for further information on how to complete each section, it’s 
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possible to refer to the corresponding number in the Business Plan Guidance and the 

Sample Business Plan. At this first stage, it is likely that a Service User will not be able 

to fully complete the plan until further investigation of the business idea has been 

undertaken.  
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Business Plan Guidance 

The purpose of this document is to guide a Service User and Coordinator through the 

business planning process. Each section is numbered and corresponds to the 

“Business Plan Template” and the “Sample Business Plan”. 

 

The first page 

The first page consists of the contact detail of the business: Business name, Owner’s 

Name, Business Address, Business Telephone, and Email Address.  

Ensure that these are accurate, as they may be used to notify the Service User of the 

outcome of grant applications, etc.  

 

Business Name 

The trading name should not be the same as, or too similar to, an existing business, as 

this may not only cause confusion for potential customers but it may also be breaking 

the law. The name should not contain words that people might find offensive or 

misleading.  

 

1. The Business 

This is a summary of the business so that the reader can get a feel for what it is trying 

to achieve. Briefly describe services and products; where the business is trading from; 

identity potential customers; and include details of any staff. 

 

2. Legal Structure 

The legal structure of the business involves a decision regarding the name of business 

and whether it is intended that it will operate as a sole trader, partnership, limited 

company, etc. Specialist advice may be required before making such a decision.  
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3. Time Management 

This gives the person reading the business plan an idea of the number of hours that 

the business owner and the staff are going to be working. It also lets readers of the 

business plan know that the business owner understands the time and effort it will take 

for the business to succeed. 

 

4. Personal Training and Experience 

This section is useful to the person reading the business plan to ensure that the 

business owner is capable of running a business and understands what it takes to 

succeed. An entrepreneur could have a look at their CV and pick out the parts which 

relate to the new business. The entrepreneur could also identify skills that have been 

developed as part of their personal life that can be adapted to the new business. 

 

5. Employee Details/Posts to be Filled 

Include here other members of staff who may be employed by the business which will 

give the reader a better understanding of the size of the business and how it will be 

operated. 

 

6. Health and Safety 

Including a health and safety section can really strengthen the business plan. Showing 

the reader that there is an awareness of the regulations which need to be adhered to 

can enhance the confidence that the readers have in the business. 

 

7. Short Term, Medium Term, Long Term Objectives 

In this section of the business plan, the entrepreneur is explaining the journey to their 
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long term goals. After reading this section of the business plan the reader should have 

a clear view of where the entrepreneur wants to be in the future and how they are 

going to achieve it. 

 

a. Short term  

Explain how the business will achieve its initial sales, from the first few weeks to the 

first year of trading. This will demonstrate that the sales figures that have been written 

in the cashflow forecast are achievable. 

 

b. Medium term 

Medium term tends to be the 2-3 year stage. At this stage the business might be 

looking to develop new services or break into new markets and also to describe future 

plans to expand the business. 

 

c. Long term 

Describe here what the business is to achieve in the long term, such as a chain of 

shops, a franchise or an international exporter. 

 

8. Premises 

Premises can be the biggest drain on finances, but also the greatest asset. If the 

entrepreneur is not working from home and has premises, then there is a need to state 

how the extra expense will benefit the business. 

 

Describe the business premises. If not working from home, explain why and the 

advantages of this. The main factors the readers will be looking for are: 

1. Suitability to run a business from 
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2. Suitability for customers 

3. Size 

4. Security 

5. Parking/accessibility 

6. Rent/rates 

7. Location. 

 

If an entrepreneur is working from home, there may be issues with areas such as 

insurance policies, government regulation and mortgage stipulations. 

 

9. Market Research 

Give a brief summary of how the market research has been conducted and how it is 

understood that there is a demand for the product/service. 

 

a) Desk/Internet Research  

Internet or desk research is carried out at a desk, by using the internet, books, 

magazines, etc. This could include: 

1. The estimated value of the domestic market 

2. Learning about the competition 

3. Changes in regulations 

4. Future market trends. 

 

b) Customer Profile 

This section is closely linked with the advertising section of the business plan, as the 

identity of the customers will determine how best to target them. This can be split into 

several sections: 



 
This project has been funded with support from the European Commission under the Lifelong Learning Programme 

 
 

 
 

116 

11
6 

1. Domestic Sector; 

2. Commercial Sector; 

3. Public Sector. 
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c) Competition 

List all of the competition, both nationally and locally. Include details of who they are, 

how they work, the share of the market they hold, their prices and the advantages that 

the business has over the competition. 

 

It needs to be demonstrated that the business is fully aware of the competition and that 

the business understands how to break into the market. 

 

d) Suppliers 

This section is to demonstrate that the business will not be overly reliant on suppliers. 

If the business has limited suppliers it may be more vulnerable to their price changes, 

supply fluctuations, delivery issues and general customer service.  

 

e) Pricing  

List the prices and unit cost of the business’s products/services and how these figures 

were calculated. Include: 

1. An average price of the products/services which will be used in the Cashflow 

Forecast; 

2. How much the materials will cost per product/service, e.g., a handmade 

garden pot sells at £24. Cost of materials (wood) is £6. The ‘cost of sales’ 

calculation is £6 divided by £24 x 100 = 25%. 

 

f) Advertising 

List the advertising that will be undertaken once the business has started up. This 

advertising will help justify the initial sales in the “Cashflow Forecast”. Use the 
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“Customer Profile” and state how the business will advertise to each group.  

 

g) Market Research Conclusion 

Why is the business certain that there is a demand for its product? Explain here. 

 

10. Strengths, Weaknesses, Opportunities, Threats 

List the Strengths, Weaknesses, Opportunities and Threats to the business. 

Remember to state how the business will combat any weakness or threats. 

 

11. External Support 

To demonstrate the viability of the business all support should be listed, including the 

grant or loan organisations and business advisors. 

 

Organisation Support 

  

  

  

  

 

12. Expressions of Interest 

It is essential that the business has expressions of interest in the purchasing of its 

products/services before it starts up in business. Give details of the customers who 

have agreed to use the business’s products/services and whether the business has 

obtained any initial orders. This will be the starting point when calculating the month’s 

sales in the Cashflow Forecast. 
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13. Cashflow Forecast  

Cashflow forecasting enables the business to predict peaks and troughs in its cash 

balance. It is usually calculated on a spread sheet, on a month to month basis. This 

will allow the business owner to calculate any profit or loss in a given month or a yearly 

total. 

 

What is included in a Cashflow Forecast? 

1. All of the business fixed costs, such as rent, insurance and wages 

2. All variable costs such as, electric, fuel and materials 

3. Predicted or estimated sales 

4. Estimated profit/loss during each month 

5. Yearly total of either profit or loss 

6. Pre-Start: any transactions which occur before trading. This could include 

income before trading such as grants or loans, and any expenses before trading 

such as any equipment, tools, insurances and advertising.  

 

The Cashflow Forecast in the Toolkit is an Excel document which calculates all the 

business sales and expenditure. Again, at this first stage, it is likely that the business 

owner will not be able to fully complete the cashflow forecast until further investigation 

of the business idea has been undertaken. For example, the business owner may not 

know the monthly insurance costs until a quote has been obtained. 

 

Start with the expenditure section and enter any known costs. For example, if it is felt 

that a mobile phone contract is needed and this figure is £30 per month, enter £30 in 

the telephone section for each month. The yearly total will be calculated by the 

spreadsheet. Once all costs have been entered there will be a yearly figure of all the 
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business’s costs, which the template will calculate. This will be displayed in the “Total 

Expenditure” box.  

 

Now the total expenditure is known, the business owner can start to predict their 

income/sales.  

 

How can the business predict its sales? 

The business will need to estimate its sales for the first 12 months, which will be based 

on any “Expressions of Interest” (Section 12) and “Market Research” (Section 9), 

which includes how to plan marketing the business. 

To aid in predicting sales, an average price of the product should be calculated. In the 

example the average price of the garden furniture was £50. Therefore, to achieve £500 

worth of sales, the business would need to sell £10 products. 

 

Example: 

If the business secured several orders from potential clients equal to £500 for the first 

3 months of trading, input these sales, plus any other sales that are estimated as 

achievable in the first 3 months, into the Cashflow Forecast. 

 

a) Assessment of Sales 

State why the business will be able to achieve the level of sales stated in the 

Cashflow Forecast. 

 

b) Income Streams 

Separate and give details on where the sales will be coming from. These could 

be from private buyers, internet sales, auctions, commercial contracts, etc. 
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c) Grants and Loans 

Give details of any grants or loans that have been awarded. 

 

d) Seasonal Variations 

The majority of businesses will be experience “booms” and “slumps” during the 

year. For example, florists experience a boom on Mother's Day, computer sales 

are down just after Christmas, retail sales take a downturn after Christmas, and 

kennels have a boom when people go on holiday.  

Ensure that the seasonal adjustments described are reflected in the business 

plan. 
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14. Cashflow Forecast (Expenditure) 

State the basis of the estimates for fixed and variable costs. 

 

Fixed Costs 

These costs are fixed, meaning they do not change throughout the year due to 

increases/decreases in sales. These costs can be input into the Cashflow Forecast 

once quotes have been obtained. 

 

Example: 

If the business sells twice as much as predicted in the Cashflow Forecast, a fixed cost 

like van insurance would still not increase. 

 

Variable costs  

These costs are those which can change if there is an increase or decrease in sales.  

 

Example 

If there is an increase in sales, there may be an increase in the number of occasions 

that a business owner will need to travel to the bank, collect materials, deliver goods, 

etc. These activities will increase the amount spent on fuel and this needs to be 

reflected in the business plan. 

 

There are two ways to estimate these costs: 

1. Estimate them as a percentage of sales 

In the first month it is predicted that the business will achieve £1000 worth of sales. To 

achieve this, it is estimated that the business will need to spend £100 on fuel. 

Therefore the fuel bill is 10% of sales. The next month it is predicted sales will be 
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£1500. Your fuel bill will be 10% of £1500 which equals to 150 spent on fuel for that 

month. 

 

2. Estimate as an average 

In the first month it is predicted that the business will achieve £1000 worth of sales. To 

achieve this in a quiet month, it is estimated that an average of £100 will be spent on 

fuel. In the busier months, it is estimated that on average, the business will spend £50 

on fuel. 

 

Here is a list of some of the costs involved in running a business. Describe how 

each one affects the business and input it into the Cashflow Forecast.  

 

Vehicle Insurance 

An accurate figure for vehicle insurance can be obtained by contacting an insurance 

company or using a comparison website. 

 

Vehicle Tax 

The cost of taxing a vehicle.  

 

Vehicle Maintenance 

The price for a service and motor vehicle tax are fairly fixed and can be estimated 

accurately. Running repairs on the vehicle will depend on its age, usage and the type 

of work undertaken. 

 

Insurances 

Business insurance is usually divided into three fields: 
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 Liabilities – employee, public, product, professional 

 Property and buildings 

 Business assets and equipment. 

 

Rent and Rates 

Full details of the monthly cost of rent/rates can be obtained in the lease agreement, or 

via the owner or the agent dealing with the property.  

 

Drawings/Wages 

The amount needed to draw from the business will depend on how much the business 

owner needs for daily living costs.  

 

If the business owner qualifies for government financial support, it may be possible for 

the entrepreneur not to draw from the business. If this is the case, give details on the 

financial support scheme and how long it will last. 

 

Loan Repayments 

If the business or the business owner has taken out a loan, there will be clear 

repayment figures quoted in the terms and conditions. Include a brief description of the 

loan and the repayment conditions here. 

 

Materials 

This is the average cost of materials used to produce the goods or service or ‘cost of 

sale’.  

 

Example: 
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Assume that the Cost of Sale has been estimated at 25% (see pricing). If for the first 

month, sales are estimated at £1000, materials will equal 25% of £1000 = £250. For 

this month input £250 into the Cashflow Forecast. 

 

Telephone 

Landline or mobile phones can be either a fixed or variable cost, depending upon the 

individual contract.  

 

Consumables 

These are everyday items that are regularly replaced, such as rubber gloves or 

cleaning products. 

 

Advertising 

Generally a large proportion of the marketing budget will be used in the Pre-Start 

section of the Cashflow Forecast, when there will be purchasing of flyers, posters, 

business cards, etc., using funds from grants or loans. The business owner may feel 

the need to do another advertising campaign later in the month, once enquiries from 

the initial campaign have slowed down. 

 

Bank Charges 

Initially bank charges may be a fixed cost of zero, as numerous banks offer between 1-

2 years free banking. It is advisable to make use of these offers as after this free 

period, banks will charge for any transaction, such as direct debits, drawing money 

from the bank and putting money in. 

 

Heating, Lighting and Power 
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As with domestic usage, heating, lighting and power will depend on usage. If the 

business owner is working from home, a percentage of the domestic bill may be 

claimed for business so check with a bookkeeper or accountant for further information. 

 

Tools and Equipment 

These could be tools of the trade or specialist equipment to enable the business to 

operate. 

 

Fuel 

If the business has a vehicle, the business owner will need to estimate how much fuel 

is needed to carry out daily tasks. 
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Printing, Postage and Stationery 

Estimate an amount if the business sends information to customers or suppliers such 

as invoices, appointment cards, special offers or payment cheques.  

 

Book-keeping 

By law, a Sole Trader must: 

 Submit an annual tax return 

 Keep records showing business income and expenses. 

 

Some or all of the accounts can be prepared by the business owner or by a book-

keeper/accountant. If a business owner is unsure of their obligations it is best to seek 

advice. 

 

Other Taxes 

Self-employed people can be liable for other taxes on top of income tax. 

 

Staff wages 

Include the cost of employing any members of staff, incorporating all fixed and variable 

costs. 

 

15. Summary of Cashflow 

Summarise the Cashflow Forecast and state the total sales, expenditure and predicted 

profit. 

 

16. Items Owned 

List all the items the entrepreneur already owns and will be bringing into the business 
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such as a PC, tools, desk, hand tools, etc. 

 

17. Items Secured by Grants or Loans 

List all items secured by grants or loans, their value and who funded them. 

 

18. Wish-list 

Some organisations will only fund certain items. The wish list is used to aid funding 

organisations in determining what they will fund. 

 

 

 

Last word 

All the above elements are also included in the business plan template. Although 

business plan forms seem very similar throughout Europe, it would be good to check if 

there are any country-specific elements that should be added to this document. 
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Business name:                           

Owner’s name:                               

Business address:              

Business telephone:                    

Email:                                       
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1. The Business 

2. Legal Structure 

3. Time Management 

4. Personal Training and Experience 

5. Employee Details/Posts to be Filled 

6. Health and Safety 

7. Business Objectives 

a)  Short term 

b)  Medium term 

c)  Long term 

 

8. Premises 

9. Market Research 

a)  Desk/Internet Research 

b)  Customer profile  

c)  Competition 

d)  Suppliers 

e)  Pricing 

f)  Advertising  

g)  Market Research Conclusion 

 

10. Strengths, Weaknesses, Opportunities and Threats  

a)  Strengths 

b)  Weaknesses 

c)  Opportunities 

d)  Threats 
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11. External Support 

12. Expressions of Interest 

13. Cashflow Forecast (Income) 

a)  Assessment of Sales 

b)  Income Streams 

c)  Grants and Loans 

d)  Seasonal Variations 

 

14. Cashflow Forecast (Expenditure) 

a)  Vehicle Insurance 

b)  Vehicle Tax 

c)  Vehicle Maintenance 

d)  Insurances 

e)  Rent and Rates 

f)  Drawings/Wages 

g)  Loan Repayments 

h)  Materials 

i)  Telephone 

j)  Consumables 

k)  Advertising 

l)  Bank Charges 

m)  Heating, Lighting and Power 

n)  Tools and Equipment 

o)  Fuel 

p)  Printing, Postage and Stationery 
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q)  Book-keeping 

r)  Other Taxes 

s)  Staff Wages 

 

15. Summary of Cashflow 

16. Items Owned 

17. Items Secured by Grants or Loans 

18. Wish-list 
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Business name:    BJM Garden Furniture                          

Owner’s name:    Brian Madden                              

Business address:     1 Any Street 

Any Town 

     ANY 123 

Business telephone:    01642 123456                 

Email:                 info@bjmgardenfurniture.co.uk                                      

           

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:info@bjmgardenfurniture.co.uk
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1. The Business 

I will design garden furniture and manufacture key pieces, such as chairs, tables, 

benches, loungers, flower pots and more elaborate items of garden furniture, such as 

gazebos and pergolas, from a workshop located at my home. These items will be sold 

at retail outlets and directly to the public via catalogues and a website. Although I 

intend to primarily work alone, I will employ assistance as and when required, or 

subcontract work which is outside my skill set. 

 

2. Legal Structure 

I will operate as a [insert legal structure] from my home address, located at Any 

Street, Any Town, ANY 123. The business will trade under the name of "BJM Garden 

Furniture".  

 

3. Time Management 

I plan to carry out the bulk of my work between the hours of 08.00-18.00 hours, 

Monday to Friday. I may also need to work on Saturdays and Sundays, depending on 

demand.  

However, to give the business the best possible chance of success, I will work as and 

when required, according to the needs of the customer. 

 

4. Personal Training and Experience  

Since 1985 I have been involved in the gardening industry. During this time, I have 

developed my own skills in the production of garden furniture and other handmade 

products.  

These have predominately been produced at my home in Any Town. I now feel that I 

have reached a point where it is appropriate to move my interest from a hobby to a 
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business. 

 

From my time as a landscape gardener, I have learnt valuable customer service skills 

and negotiation skills, and I feel that these skills will aid me in my business venture.  

 

I am currently undertaking an ‘Introduction to Business Taxes’ and ‘PAYE for 

Beginners’ course, run by Business Link, to improve my skills in these areas. 

 

5. Employee Details/Posts to be Filled 

I have secured funding to pay for a support worker to drive my van. 

 

6. Health and Safety 

Due to my experience gained whilst working for ABC Construction, I am aware of all 

aspects of health and safety in my chosen profession. I will adhere to these at all 

times. In addition I will also adhere to safety aspects while working in public and private 

locations. 

 

7. Business Objectives 

a) Short term 

 To attend craft fairs, local markets and gift shows to generate immediate income 

from the sale of items to the general public.  

 To locate, visit and sell products to retail outlets in the local vicinity and target 

three to five shops who wish to stock my products.  

 To sell my products directly to the general public via online auction websites, 

such as eBeBay.  
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 To establish which are the more popular products and to concentrate on these 

products to generate early sales. 
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b) Medium term 

 To expand the number of retail outlets that stock my products and to advertise 

my products to other markets such as caravan parks, local councils, retirement 

homes etc. 

 To expand my marketing activities to include catalogues, trade shows and 

specialist trade magazines, in order to increase my customer base.  

 To create a website, then advertise it through specialist magazines and my 

eBayeBay sales. 

 

c) Long term 

 To increase the number of retail outlets.  

 To create new product ranges and test their popularity through placement in 

selected outlets.  

 To employ and train staff so that I can fulfil larger orders for national retail chains. 

 

8. Premises 

To keep my overheads low, I will be working from a workshop located in my back 

garden, which has access to electricity and water. The workshop is secure and has an 

alarm and close circuit television, and conforms to Council and insurance regulations. 

My office is located in my home, where there is ample space for my computer and 

filing cabinets. 

 

9. Market Research 

During my time as a landscape gardener I have been approached by a number of 

people regarding bespoke garden furniture. This has given me a good basis for my 

market research and shows that there is a demand for the service that I plan to offer. 
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a) Desk/Internet Research  

From my internet research I have come to the conclusion that the gardening market is 

well established, and gardening and spending time in gardens has become one of the 

UK's top leisure pastimes. The sector is worth an estimated £5 billion a year, and is 

increasing by a rate of 5% annually.  

 

Spending on gardening tools and equipment is boosted by medical research that 

confirms the stress-reducing effect of gardening, and its positive contribution to a 

healthy lifestyle as a form of cardiovascular exercise.  

 

Entertaining and eating at home has prompted many homeowners to refurbish their 

gardens as additional living space in which to enjoy family leisure time. Sales of 

barbecues, patio furniture and decking have increased dramatically, in line with the 

growing trend for eating and socialising outdoors. 

 

b) Customer Profile 

 

Private 

Private customers seeking furniture for their own gardens may buy my products, but 

may also be interested in growing their own fruit and vegetables. 

 

Government 

Parks and private gardens attached to commercial buildings are another potential 

market for garden furniture. 
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Commercial 

Pubs, restaurants and bars often have outdoor seating areas for their customers 

during the warm spring and summer months, and may be interested in customised 

furniture that complements interior designs and helps to distinguish them from 

competitors.  

c) Competition 

The retail market for garden furniture is dominated by imports of finished and semi-

assembled furniture, sold by major DIY and furniture outlets. In order to compete with 

the independent manufacturers, I have chosen to produce premium or bespoke garden 

furniture, and may extend my services to repairs and the manufacture of related items, 

such as dog kennels, rabbit hutches and climbing frames.  

 

I have the ability to adapt my products to most garden orientated outlets. Due to the 

nature of my business, trends and fashions will change. I can easily change my range 

of products to suit demand.  

 

d) Suppliers 

Any Town is very fortunate in boasting a large number of suppliers of Timber and ‘do it 

yourself’ products. Material prices for supplies vary from supplier to supplier and they 

all deliver.  

 

e) Pricing  

I have undertaken market research regarding my competitors and will price my 

products competitively. The price of each individual piece will depend upon: 

1.  Quality of the wood, fittings and paint. 

2.  The finish. 
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3.  Length of time to produce. 

4.  Unique quality of the piece.  

 

On average, the cost of materials will constitute a quarter of the retail price. An 

example is shown below: 

Cost to produce    £10.00 

Retail price     £40.00 

Gross Profit    £30.00 

The cost of sale is 25% 

 

A list of products and their recommended retail prices is below: 

                                                                   

Product description  Production time (Hrs)  RRP 

 

Large robust flower pots   1    £30.00 

Dog Kennels large               2     £60.00 

Medium                           2    £50.00 

Small                               2    £40.00 

Planter box s     1    £30.00 

Planter box m    1    £40.00 

Planter box with trellis   1    £85.00 

Tomato trough planter   1    £55.00 

Tomato trough planter L   1    £70.00 

Window box  M    1    £30.00 

Window box  S    1    £25.00 

Double planter     1    £95.00 

 

Total      £610.00 

 

Average Price £610/12 products  £50.83 
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For the benefit of my sale predictions in my cash flow forecast, I have rounded the 

average cost of my products down to £50.00. 

 

f) Advertising 

I will produce a full colour brochure, listing all my products. I will use this document to 

promote my items by posting it to retail outlets who may be interested in stocking my 

goods. I will also visit outlets with my brochure and actual samples to promote my 

goods directly to the retailer.  

 

Printed business cards will assist in raising regional awareness and will give the 

impression that the business is reputable, particularly as I am able to include the 

domain name of my website. I will attend local business networking meetings to 

meet clients and directly hand out business cards whilst informing them of my 

business. 

 

I plan to create a website to sell my products on the internet. Customers will be able to 

buy directly from the website, using their credit card, PayPal (internet based) account 

or by cheque. The website domain name will be placed on all my marketing material 

such as business cards, flyers, brochures, product boxes, etc.   

The website will be registered with the major internet search engines and local 

directories. I have been working with a company which specialises in internet marketing. 

They have provided me with advice regarding keywords to use to optimise my chances of 

being found on internet search engines.  

 

I have met with the proprietors of garden and DIY outlets in the local area. Their advice 

and knowledge of what sells in their area has been invaluable. On their advice, I 
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have adapted some of my products to suit their individual needs, which has led to their 

expressed intention to buy as soon as I set up in business. 

 

I intend to travel to one or two craft fairs or car boot sales per month, and to monitor 

the success of each place. The main form of advertising at these events will be talking 

to customers and explaining about me and what I do. Another important form of 

advertising will be the availability of flyers and business cards on the market stall. 

 

g) Market Research Conclusion 

This again shows the demand for skilled tradesman to be high. Whilst a healthy order 

book is advantageous, market research has shown that this should not be 

overstretched to the point that work cannot be completed in the near future, as this 

would be detrimental to the reputation of the business.  

Previous customers have expressed dissatisfaction with the overpriced and flimsy 

products offered by high street stores. My products and prices have been well 

received by the general public and are generally viewed as a superior product.   

 

I think that I will be successful because I am sensible and resilient and I have spent 

considerable time in gaining experience. My market research has allowed me to define 

which products sell and which are the most profitable. All of the feedback that I have 

received from past customers has been positive and many have expressed an interest 

to buy when I start trading. 

 

10. Strengths, Weaknesses, Opportunities, Threats 

a) Strengths 

I have already had excellent feedback about my products from numerous outlets and 
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customers. They have expressed an intention to purchase my products as soon as I 

start up in business. 

 

A small amount of capital is needed to start up the business. I have built up a large 

quantity of tools, equipment and materials. I can use these resources to generate a 

large amount of stock to finance the initial running of the business.  

The diversity of my product means I am not limited to one customer group to buy my 

products. Items such as window boxes appeal to the general public and heavy duty 

garden benches may appeal to parks and caravan parks. 

 

On a personal level, I have a very high level of specialist skills and good 

communication and customer care skills. 
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b) Weaknesses 

After supplying to initial contacts and contracts, new ones may be difficult to locate. I 

plan on using my time effectively and to promote my business harder in the quieter 

times. 

 

It is possible that some customers may see my visual impairment as a barrier to my 

work. I will use accessibility equipment to check the quality of my work. 

 

c) Opportunities 

The French and German markets are two of the most significant in Europe for garden 

furniture, and both have shown steady growth over recent years. Overseas buyers 

may therefore be a potential market for my designs.  

 

Organic gardens and kitchen gardens, in which fruit, vegetables and herbs are home-

grown, are becoming a popular option for homeowners with sufficient free space. 

Indeed, many domestic consumers living in cramped urban terraces or flats are also 

experimenting with herb growing on a small scale, as interest in cookery and an 

increasing awareness of the benefits of organically-grown produce combine to fuel 

sales of herb bedding plants. To grow this produce the gardener will need large 

planting tubs or window boxes.  

 

The demand for handmade and hand-finished goods shows no signs of slowing. There 

is scope for appealing to a broad range of customers by using different materials and 

varied designs.  
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d) Threats 

It will be difficult to persuade retail outlets to stock my products. I hope to combat this 

by offering “sale or return” to reduce their fears of being unable to sell my goods. I met 

with many retailers when conducting market research.  

 

Although I have researched my competition, other similar businesses may open and 

compete for business. To combat this, I hope to establish myself, to build up a good 

reputation and compete against the competition.  

 

11. External Support 

The table below outlines the support I am currently receiving. 

Organisation Support 

Enterprise organisation Business Start up support 

Any Town Enterprise Centre £2000 soft loan for van 

and business advice 

Any Town Local Government 

Business team 

£1000 marketing grant 

 

12. Expressions of Interest 

From conducting my market research, I have come across numerous individuals and 

retail outlets who have expressed an interest in my products. I have 3 retail outlets who 

have already placed an order which total £500 and several individuals who want to 

purchase products when I start up. 
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13. Cashflow Forecast (Income) 

a) Assessment of Sales 

I have based my sales on the expressions of interest I already have and my extensive 

marketing campaign. I feel that I have under-estimated these sales predictions and 

have the ability to exceed them. 

b) Income Streams 

My sales will constitute 4 different strands: 

 Direct sales. These sales will be directly from my customers and through my 

flyer/poster campaign. In addition, I will be promoting my products to landscape 

gardeners, general gardeners and driveway specialists who may require my 

garden furniture for decoration. This often leads to word of mouth sales to their 

friends and family.  

 Business outlets. I have already contacted local businesses and requested that 

they sell my products in retail outlets. If necessary, I will offer my products on a 

“sale or return” policy to encourage them to stock my range.  

 Craft fairs/Markets. Events are held all year round throughout my locality. They 

range from specialist craft shows to stalls in farmers’ markets. There is usually a 

fee to attend these shows, which averages at xxxx per event.  

 Website/eBayeBay. From researching similar products sold on eBay, I predict 

that I could sell and make a profit from this platform. I will start my online sales 

through eBay and will sell directly to the public. If this income stream becomes 

successful, I will create a website to capitalise on it. 

 

After researching the subject I have submitted conservative sales figures. The 

website/eBay sales will consist predominantly of those from known clients who have 

purchased one of my products through one of the above income strands and who 
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wish to make a follow-up purchase for themselves, friends or family. 

 

c) Grants and Loans 

I have obtained the following grants and loans for business start up: 

Item Organisation Value 

Website Local council grant £600 

Advertising materials Local council grant £400 

Van Enterprise agency soft loan £2000 

 

d) Seasonal Variations 

I expect an increase in turnover in the summer months, when people are using and 

improving their gardens and driveways. This is when my customers (retail outlets) will 

be ‘stocking up’ for the increase in demand. After these ‘boom’ periods I expect a 

downturn during the winter months.  

 

I expect sales may increase slightly around the Christmas period, as some of my 

products could be used as gifts.  During the winter months, I will concentrate on 

improving my designs and researching ideas.  

 

If I have not achieved my summer sales targets to subsidise the winter period, I will 

use my property maintenance skills such as painting, plumbing, fencing and roofing, to 

subsidise my income. 
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14. Cashflow Forecast (Expenditure) 

I have tried to over-estimate my expenditure to provide a contingency to pay for 

unexpected costs. To allow my business the best possible chance of success, I have 

spent considerable time obtaining the best quotes for my fixed and variable costs. 

 

a) Vehicle Insurance 

The best quote for insurance I have obtained is £410 (£34.17 per month) from Any 

Town Insurance. This comprehensively covers the van and the contents.  

 

b) Vehicle Tax 

The vehicle I have purchased has already been taxed for a 12 month period. 

 

c) Vehicle Maintenance 

The vehicle has been serviced and is due to be serviced again in 12 months time. I 

have set aside a contingency of £30 per month to pay for unexpected repairs. 

 

d) Insurance 

I have received a quote for £120 for Insurance, which covers me for accidents. 

 

e) Rent and Rates 

I will be working from a workshop in my back garden and therefore have no rent or 

rates. 

 

The average craft fair/market fee is £20 per event. I plan to attend one of these events 

in the first 12 months and two in the summer months. 
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f) Drawings 

I will be eligible for Government support, which will almost equal the benefits I am 

currently receiving. Therefore I will not need to draw from the business during the first 

12 months. 

 

When trading starts I am also eligible for further Government support which is a fixed 

tax-free payment of £40 per week.  

 

g) Loan Repayments 

I have secured a soft loan of £2,000 at 0% interest for a van and a Support Worker to 

enable me to operate my business. There is a 6 month payment holiday, then £55.50 

is payable per month over a 3 year period. 

 

h) Materials 

This is the cost of the wood, fittings, felts, adhesives etc, which I require in order to 

produce the finished item. This cost will be 0.25% of the gross profit from sales. 

 

i) Telephone 

After obtaining numerous quotes, I have made an allowance of £30 per month towards 

the costs for a landline and mobile telephone. 

 

j) Consumables 

I have estimated a cost of £10 per month to cover cleaning products. 
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k) Advertising 

I have allocated £200 after 6 months of trading. This will cover the cost of new flyers, 

posters and brochures. 

 

l) Bank Charges 

I will open a business bank account. The charges for this account are waived for the 

first year of trading. 

 

m) Heating, Lighting and Power 

In the winter months of trading, I have estimated a cost of £20 per month, then £30 for 

the summer months.  

 

n) Tools and Equipment 

I have calculated an amount of £50 every 3 months. This will cover items such as hand 

tools, cloths and stains.  

 

o) Fuel 

In the winter months of trading, I have estimated a cost of £40 per month, then £60 for 

the summer months. This will cover my expenditure for travel to the craft fairs/car boot 

sales, suppliers and commercial events. 

 

p) Printing, Postage and Stationery 

I have made an allowance of £10 per month towards these costs. Most of the postage 

costs involved in sending the finished items will be paid by the consumer. 
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q) Book-keeping 

I have spoken to a local book-keeper who will charge me £20 per month for 

administering my accounts and filing my Self Assessment Tax Return. 

 

r) Government Taxes 

I am liable for taxes which are fixed throughout the year (currently £2.40 per week). 

 

s) Staff Wages 

N/A 

 

t) Market Fees 

I will be doing one car boot sale per month in the winter months and three per month in 

the summer months. Each car boot sale costs roughly £20. 

 

15. Summary of Cashflow 

I have predicted that in my first year of trading, I will achieve: 

 £15,800 Sales 

 £10,042.84 Expenditure 

 £5,757.16 Profit 

 

I feel that the profit I am projecting is a modest amount, but achievable. I hope to build 

on this profit next year by reinvesting it into the business to achieve higher sales. 
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16. Items Owned 

 

Item Value in £ 

PC, monitor, printer, desk   600.00 

Electric sander     60.00 

Electric saw     60.00 

Drill   120.00 

Battery drill     60.00 

Hand tools   400.00 

Safety equipment   200.00 

Paints and stains   100.00 

Screws, bolts and fixings     50.00 

Filling cabinet     50.00 

Wood   400.00 

Total 2100.00 
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17. Items Secured by Grants/Soft Loan 

 

Item Value in £ 

Website   600.00 

Flyers, business cards, brochures    400.00 

Van 2000.00 (soft loan) 

Total 3000.00 
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18. Wish-list 

Although it is not vital that I secure funding for the following items, they would be 

beneficial to the business: 

Item Value 

Band saw 500.00 

Stand-alone drill 300.00 

6 months’ magazine advertising 500.00 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

CASHFLOW FORECAST

INCOME Pre Start Mar Jan Feb Mar Apr May June July Aug Sept Oct Nov TOTAL

0

0

0

0

Total Receipts 0 0 0 0 0 0 0 0 0 0 0 0 0 0

EXPENDITURE

Vehicle insurance 0

Vehicle tax 0

Vehicle maintenance 0

Insurance 0

Rent/rates 0

Drawings 0

Loan repayments 0

Materials 0

Telephone 0

Website hosting 0

Advertising 0

Bank charges 0

Heat,light and power 0

Tools and equipment 0

Fuel 0

Print, post & stationery 0

Book-keeping 0

National Insurance 0

Staff wages 0

Other 0

TOTAL EXPENDITURE 0 0 0 0 0 0 0 0 0 0 0 0 0 0

Monthly profit/loss 0 0 0 0 0 0 0 0 0 0 0 0 0

Bank Balance 0 0 0 0 0 0 0 0 0 0 0 0 0 0  
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CASHFLOW FORECAST

INCOME/SALES Pre Start Feb Mar Apr May June July Aug Sept Oct Nov Dec Jan TOTAL

Direct sales 300 200 300 400 700 600 500 300 100 50 100 50 3600

Business outlets 500 200 300 400 700 600 500 300 100 50 100 50 3800

eBay/website 0 50 100 200 400 300 300 200 50 50 0 0 1650

Craft/carboot 50 100 200 400 600 700 500 400 100 50 100 50 3250

Own capital 500 500

Grants 1000 1000

Loans 2000 2000

Total Receipts 3500 850 550 900 1400 2400 2200 1800 1200 350 200 300 150 15800 Total Income

EXPENDITURE

Vehicle insurance 34.17 34.17 34.17 34.17 34.17 34.17 34.17 34.17 34.17 34.17 34.17 34.17 410.04

Vehicle tax 0

Vehicle maintenance 30 30 30 30 30 30 30 30 30 30 30 30 360

Insurance 120 120

Rent/rates 0

Drawings 0

Loan repayments 55.5 55.5 55.5 55.5 55.5 55.5 333

Materials 212.5 137.5 225 350 600 550 450 300 87.5 50 75 37.5 3075

Telephone 30 30 30 30 30 30 30 30 30 30 30 30 360

Consumables 10 10 10 10 10 10 10 10 10 10 10 10 120

Advertising 1000 200 1200

Bank charges 0

Heat,light and power 20 20 30 30 30 30 30 30 20 20 20 20 300

Tools and equipment 2000 50 50 50 50 2200

Fuel 40 40 60 60 60 60 60 60 40 40 40 40 600

Print, post & stationery 10 10 10 10 10 10 10 10 10 10 10 10 120

Book-keeping 20 20 20 20 20 20 20 20 20 20 20 20 240

National Insurance 10.4 10.4 10.4 10.4 10.4 10.4 10.4 10.4 10.4 10.4 10.4 10.4 124.8

Staff wages 0

Craft/Car boot fees 20 20 60 60 60 60 60 60 20 20 20 20 480

0

0

TOTAL EXPENDITURE 3120 437.07 362.07 569.57 644.57 894.57 894.57 1000.07 650.07 417.57 330.07 355.07 367.57 10042.84 Total Expenditure

Monthly profit/loss 380 412.93 187.93 330.43 755.43 1505.43 1305.43 799.93 549.93 -67.57 -130.07 -55.07 -217.57

Bank Balance 380 792.93 980.86 1311.29 2066.72 3572.15 4877.58 5677.51 6227.44 6159.87 6029.8 5974.73 5757.16 5757.16 Gross profit/loss 
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Introduction 

 

In addition to the initial aims of the VIE project, a model European initial 

assessment/interview for VI guidance professionals and business advisors has been 

generated and is outlined in the following pages, along with explanatory notes. 

This assessment is a guidance schedule that has been created to consider the specific 

requirements of the target group. The assessment has therefore been drawn together 

into one holistic European model for entrepreneurs with vision impairments. 

An empirical validation of the assessment has been completed via a testing phase with 

the target group and business advisors in the respective European partner countries. 

The outcomes of the testing phase have led to this generic diagnostic model being 

adapted where necessary.  

Vision-impaired people in Europe also have to face a certain level of discrimination and 

disadvantage when attempting self-employment. It is a fact that, in all partner 

countries, while adequate business guidance in general is available, it is not cognisant 

of the unique set of needs of vision-impaired individuals. 

VIE partners have analysed the common models and methods of interviewing and 

assessment techniques in the partner countries and have then considered whether or 

not they are suitable for the special needs and preconditions for vision-impaired people 

who wish to start their own businesses. Techniques have been modified if required. 

With this innovative assessment, it is hoped to open up a wide range of possibilities for 

the self-employment of vision-impaired people in Europe and to enable them to 

participate more readily in this area. 
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VIE Generic Initial Assessment/Interview 

The following generic initial interview is carried out in person, and takes about one and 

a half hours, based on a pre-defined schedule of questions followed by a series of 

action points. The main goal is to explore the many different facets of the Service 

User’s life, including personal history, medical condition(s), mobility, education and 

social background. All of this information will help define a pattern of agreed action 

points. The action points may underline the need for further information to be 

eventually gathered, or they may propose additional training in specific critical areas. 

This process will enable the business advisor to assist the vision-impaired 

entrepreneur with the initial start up and then with the subsequent phases of their 

business idea(s).  

 

The Summary Referral Form 

Once the initial assessment is complete, a written summary should be prepared for 

further use by business advisors. The initial assessment form is a comprehensive 

assessment tool used to gather all information that can be useful further on during the 

ongoing support for a Service User. However, due to its size, the VIE project has also 

designed a more concise summary form for completion with the most relevant 

information that a business advisor might need. 

Both the initial interview form and the summary referral form are written for the advisor 

to address the Service User directly and therefore use direct questions such as ‘what 

is your eye condition?’ This is a working document. 
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VIE Generic Toolkit Initial Assessment 

 

1. Service User Details 

 

Place and Date of Interview: 

 

Full Name: 

 

Date of Birth: 

 

Address: 

 

 

 

 

Telephone Number: 

 

Email Address: 

 

Social Security Number: 

 

Are you single, married, separated or divorced?  

 

Have you any dependants? Yes / No 
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2. Vision, Health and Formats 

 

What is your eye condition (if known)? 

 

 

 

Can you explain in simple terms to me how this eye condition affects your daily vision? 

 

 

 

 

What is your preferred format(s) to access information?  

 

 

 

 

Do you have any other health issues that might impact on your capacity to start your 

own business? (For example, tiring easily due to medication, back injury etc.) 
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3. Information and Assistive Technology 

 

Do you know what information technology (IT) and assistive technology (AT) are? 

(Explain if not known) 

 

 

Do you have access to a computer? Yes / No 

 

 

How proficient are you in the use of a computer and/or assistive technology? 

 Excellent     

 Above average 

 Average 

 Below average 

 Poor 

 No knowledge of IT or AT 

 

Do you use email? Can you use attachments? (Only ask if IT knowledge is below  

average or lower on the scale) 

 

 

Can you surf the internet? (Only ask if IT knowledge is below average or lower on the 

scale) 
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Can you use: 

 Microsoft Office and its common elements: 

o Word 

o Excel 

o PowerPoint 

 Open Office substitutes to the above 

 

Do you require IT training beyond the above areas? If so, provide details: 

 

 

 

 

 

 

Do you need training? Yes / No (Action!) 
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4. Mobility 

 

Do you find travelling to unfamiliar places difficult? Yes / No 

 

Do you travel alone or do you need support when travelling? 

 

 

What methods of transport do you use? 

 

 

 

Are you a cane user? Yes / No 

Are you a guide dog user? Yes / No 

 

 

Are there any other issues relating to your mobility? 

(For example, other health issues, family commitments or restrictions on hours of 

work) 

 

 

Do you know what mobility training is? (Explain if necessary) 

 

Do you think you require mobility training? (Action!) 
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5. Education 

 

What is the highest qualification that you have obtained? 

 

Grade obtained: 

 

Name of school / college / university or training centre(s): 

 

Attendance date(s): 

 

Are there any other qualifications you have obtained that are relevant to your 

business? 

 

 

 

 

Are there any qualifications that you are currently working towards? 

 

Subject: 

Name of school / college / university or training centre: 

Date to complete course: 

 

 

Are there any qualifications that you feel will support your business needs or 

aspirations? (Action!) 
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6. Employment 

 

Details of Service User’s voluntary work, work experience or paid employment. 

 

List if necessary or attach CV: 

 

Period of activity 

(mm/yyyy - mm/yyyy) 
Job title(s) 

Main responsibilities and skills 

obtained 

   

 

   

 

   

 

 

 

Main abilities gained that will help in running a business: 
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7. Welfare Benefits 

(This section is optional, use only if the interviewer has specific expertise in benefits 

otherwise action to social worker or similar, and request financial summary) 

 

Benefits Check Questionnaire 

Answer where applicable the following. 

 

Work and earnings 

Service User’s gross earnings: 

 

Service User’s partner’s gross earnings: 

 

Service User’s hours worked per week: 

 

Service User’s partner’s hours worked per week: 

 

Service User’s past year’s taxable income: 

 

Service User’s partner’s past year’s taxable income: 

 

Itemise welfare benefits and the rates being paid: 

 

Itemise partner welfare benefits and the rates being paid: 

 

Have you claimed all the welfare benefits you are entitled to? 
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Has your partner claimed all the welfare benefits that they are entitled to? 

 

Children 

Do you have any children? Yes / No 

 

If yes, age of each child: 

 

Does having children mean that there are other welfare benefits being claimed? 

(Itemise benefits) 

 

Does your partner have any children? Yes / No 

 

If yes, age of each child: 

 

Does your partner having children mean that there are other welfare benefits being 

claimed? (Itemise benefits) 

 

Housing 

Cost of rent per week: 

 

Are you entitled to housing benefit entitlement? If yes, how much? 

 

Do you have a mortgage? If yes, how much is outstanding and what date was it taken 

out? 

 

Do you have any other income? 
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Notes / additional information 

 

 

 

8. Financial Circumstances 

 

Do you or your partner have any savings? If so, what is the approximate amount? 

 

 

Do you have any debts? If so, what is the approximate amount? 

 

 

Are you able to get financial support from friends or family? Yes / No 

(List sources) 

 

 

Do you have an accountant or financial advisor? Yes / No 
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9. Support Needs in the Workplace 

 

Can you indicate what technical or other supports you may require in a work or training 

environment? (Explain and list examples) 

 

 

 

Or do you need a work-based assessment? Yes / No 

 

 

 

 

Do you require support for mobility and travel needs? Yes / No 

(List if yes) 
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10. Business Idea Viability Check  

 

Business idea and brief description: 

 

 

 

 

 

SWOT analysis of business idea 

Strengths: 

 

 

 

Weaknesses: 

 

 

 

Opportunities: 

 

 

 

Threats: 
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Business Plan (Explain what a business plan is, what its goals are and the advantages for 

the Service User of  preparing one) 

 

Are you able to research, write and use spreadsheets to complete a business plan? 

Yes/No 

 

 

If No, is it possible to overcome this issue and how? 

 

 

 

Are you able to actually write a business plan? Yes/No 

 

 

 

If No, is it possible to overcome this issue? (For example, with support from a 

volunteer or a personal assistant. Note action point for further cooperation) 
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Start up funds 

 

Do you have start up funds and/or will additional funds need to be found? Yes / No 

(List sources) 

 

 

 

What are the barriers that you see to starting the business? 

 

 

 

 

 

Should you consider any other training that would enable you to progress your career? 
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11. Action Planning 

 

Summary and General Recommendations 

 

Summarise key areas explored: for example, mobility, access technology, vocational 

training, housing or business planning. 

 

 

 

Outline what you think are the next steps to progress towards work or self-

employment: 
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Planning 

List Service User actions 

(manageable general objectives agreed to a timeline): 

 

 

 

 

 

 

 

 

 

List Advisor Actions: 

 

 

 

 

 

 

 

 

 

 

Date of next contact / meeting: 

 

Service User signature and date: 
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The Summary Referral Form 

 

Name of Service User:  

Contact Details (phone number): 

Contact Details (Email): 

 

Vision & Health 

How is vision affected by condition? 

 

 

Preferred format to receive materials:  

Audio/Large print (font size: ____pt)/Braille /Email/Other  

 

Do bright lights or glare affect vision? Yes / No 

 

Any low vision aids used? 

 

Access to a computer and appropriate software? 

 

Access to the internet and an email account? Yes / No 

 

Braille user? Yes / No 
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Does the Service User use: a cane/a guide dog/neither? 

 

How is the Service User’s general mobility? 

 

Any other health or mobility issues: 

 

 

Education and Employment 

 

Highest qualification held: 

 

Any other qualifications relevant to business? 

 

Employment and details of last job held: 
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Finances 

Is there any debt, savings, access to funding? 

 

 

Is Service User employed or on Welfare Benefits: Yes / No 

List the benefits: 

 

 

If on benefits, has a check been provided to explain the best way to work as self-

employed whilst on benefits, or provide other route? Yes / No 

 

Business Idea 

Outline the business idea (start-up) or what is happening in the business at the 

moment (retention): 

 

 

Does the Service User have a business plan: Yes / No 

Will the Service User be able to write one: Yes / No 

 

 

Additional notes and information: 
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Service Level Agreement 

(Template) 

 

Our Organisation [insert name] is committed to providing an effective and high quality 

service.  The service will be evaluated by measurable standards as set out in the 

Excellence Model Framework which is centred around User Participation and therefore 

acceptable to the people who use our services. To achieve the desired quality 

standard each of our services will have clear statements describing the level of service 

expected [add the following if you have such a statement] which in turn contributes to 

our mission statement [insert mission statement]. 

 

 

This Service Level Agreement is between 

 

[insert Organisation name, Self-employment Team] 

and 

Our Service Users 

 

A Service User is anyone who accesses our Self-employment Service. Typically, this 

will be an individual with whom we work on self-employment issues. The purpose of 

this Service Level Agreement is to ensure that our Service Users fully understand our 

commitment to providing an agreed level of service. 
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1. Statement of Intent 

 

We will: 

 work with you to support your needs within our service remit. This service may 

include an initial assessment; benefit checks; action planning; business planning; 

business development; marketing; accessing funding; and providing ongoing 

mentoring support as required; 

 work with you to help you progress to self-employment; 

 work with you to help you develop your business; 

 make you aware of our organisation’s current complaints procedure; 

  provide a reply and information to you in your preferred format within 5 working 

days of your request. 

 

What we need from you: 

 your commitment to working with us within the framework of our organisational 

policies and practice; 

 to let us know how we could improve our service. 

 

2. User Participation 

 

We will: 

 give all Service Users the opportunity to play a part in our programme of User 

Participation and in the development and management of our services. 

 

What we need from you: 



 
This project has been funded with support from the European Commission under the Lifelong Learning Programme 

 
 

 
 

184 

18
4 

 to help us develop and constantly improve the services we provide by becoming 

involved in the User Participation process; 

 to let us know if we have not met this standard. 
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3. Confidentiality 

 

We will: 

 keep your records strictly confidential; 

 ask your permission to pass information to a third party. 

 

What we need from you: 

 to let us know if we have not met this standard. 

 

 

4. Business Development 

 

We will: 

 review and discuss with you the development of your business and your 

progress at regular intervals. 

 

What we need from you: 

 active involvement in these reviews / discussions;  

 to let us know if we have not met this standard. 
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5. Business Planning 

 

We will: 

 assist you to produce a business plan and a cashflow forecast and to test the 

viability of your business plan. 

 

What we need from you: 

 full involvement in the business planning process; 

 commitment to attend meetings in an appropriate and timely manner. 

 

 

6. Marketing 

 

We will: 

 work with you to develop a marketing strategy and plan and assist you to 

implement the plan. 

 

What we need from you: 

 commitment to this process. 

 

7. Funding 

 

We will: 

 assist with applications to relevant funding organisations for grants, loans, 

equipment and support to help in the development of your business. 
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What we need from you: 

 commitment and assistance in the process. 

 

 

8. Are we meeting our Service Level Agreement? 

 

If you think we are not meeting the standards that we have set, please tell us. Please 

either use our Organisation‘s Complaints Procedure, which is displayed and accessible 

at our service locations, or let us know at the time of our customer satisfaction audits. 

 

Service User Signature ……………………………. 

 

Dated    ……………………………. 

 

 

On behalf of Organisation ……………………………. 

 

Dated    ……………………………. 
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Service User Individual Action Plan 

 
 
Name of the Service User:  
Agreed goal(s) to achieve:  
 
Actions to achieve the planned goals: 

Action point to be 
realised  
(What will be done 
& where) 

Planned outcome 
of action point 

Deadline Information on 
outcomes 
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V – Support Check List for Advisors 

 

This element of the VIE Generic Toolkit is a guide document for potential business 

advisors to use as a checklist for all activities needed in the advisory process. It is split 

into two sections. The first one refers to the support period before the actual business 

starts, and the second lists all activities necessary to legally begin sole trading. This 

element should be adapted to meet country-specific needs. 

   

I. Activities needed during the advisory period 

 Support activities:   

I.1 An idea compatible with a Service User’s skills has been developed 
 

I.2 A decision about the legal form of the business has been made 
 

I.3 The market(s) for the planned business is (are) decided 
 

I.4 The market has been assessed  for potential competitors 
 

I.5 
The market has been assessed in terms of customers, deliverers and 
partners/cooperatives  

I.6 
The Service User has researched basic marketing principles and a 
marketing plan aimed at the target group has been developed  

I.7 
The Service User is familiar with the duties of an entrepreneur, of an 
employee, and with basic financial and accountancy issues  

I.8 
A list of all elements required to start the business has been created 
(premises, technical and financial resources)  

I.9 
The Service User is aware of the different support schemes available 
to a VI entrepreneur (country-specific)  

I.10 
The cashflow forecast has been prepared, the viability of the business 
idea checked and its potential profit calculated  
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I.11 The business plan has been written with the SWOT analysis in mind 
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II. Activities during setting up and registration of the business 

 Steps to take:   

II.1 Name of the firm  

II.2 Correct tax payment method chosen  

II.3 Registration documentation prepared  

II.4 National Insurance office informed  

II.5 Grant or donation agreement signed  

II.6 Loan agreement or other contracts signed  

II.7 All required equipment in place  

II.8 Initial capital in place and a plan of expenditure prepared  

II.9 Bank account open  

II.10 All necessary licences, agreements and allowances in place  

II.11 Premises and health and safety issues are dealt with  

II.12 Accountant chosen  

II.13 Employees recruited  

II.14 Business phone number set up  

II.15 Insurance set up  

II.16 Transport arranged  

II.17 Visual identity, logo, branding in place  

II.18 Marketing plan elements implemented  

II.19 
The Service User was informed about additional on-going support 
available.  
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Individual Consulting Card 

Name of the Service User: ________________________ 

 

Date of 
Consultation 

Topic covered 
during consultation 

Date of 
Next 

meeting 

SU 
Signature 

Advisor 
Signature 

Notes 

 
 

     

 
 

     

 
 

     

 
 

     

 
Page ___ of ___ 

 

 

 

 



 
This project has been funded with support from the European Commission under the Lifelong Learning Programme 

 
 

 
 

193 

19
3 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Vision in Enterprise Generic Toolkit  

for organisations supporting vision-impaired individuals  

in self-employment (v1.0) 



 
This project has been funded with support from the European Commission under the Lifelong Learning Programme 

 
 

 
 

194 

19
4 

 

 

 

VIE  

Generic Toolkit 

Glossary 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This project has been funded with support from the European Commission under the 
Lifelong Learning Programme.  
This publication reflects the views only of the author, and the Commission cannot be 
held responsible for any use which may be made of the information contained therein. 
 



 
This project has been funded with support from the European Commission under the Lifelong Learning Programme 

 
 

 
 

195 

19
5 

Table of Contents 

 

Introduction 196 

1. Terminology used in the VIE Generic Toolkit 198 

Vision-impaired 198 

Service User 198 

Advisor 198 

Organisation 198 

2. Vision-related Topics: information relevant to supporting people with sight 

loss 199 

Access technology (AT) 200 

Most searched-for types of access technology 201 

Standalone Reading Machine 201 

Optical Character Recognition (OCR) software 201 

Speech Output software or Screen Reader software 201 

Screen Magnification software 202 

Braille Embosser or Braille Printer 202 

Notetakers 202 

Closed Circuit Televisions (CCTVs) or Video Magnifiers 202 

Braille Display 203 

Voice Recognition software 203 

Vision 203 

Macular Degeneration (MD) 203 

Diabetic Eye Disease 204 

Glaucoma 204 

Cataracts 204 



 
This project has been funded with support from the European Commission under the Lifelong Learning Programme 

 
 

 
 

196 

19
6 

Corneal Problems 205 

Vision criteria for registration 205 

Snellen scale 205 

Rehabilitation 206 

Mobility 207 

Independent living skills 207 

Communication skills 207 

Debt Advice 208 

Types of debt 208 

Welfare Benefits 209 

3. Business Topics: information relevant to supporting people in business 210 

SME 211 

SWOT 211 

Unique Selling Point 211 

Sales and Marketing 211 

Financial Planning 212 

Income Tax 212 

VAT 212 

National Insurance 212 

Sources and types of finance 212 

Grants 212 

Loans 213 

Commercial loan 213 

Soft loan 213 

 



 
This project has been funded with support from the European Commission under the Lifelong Learning Programme 

 
 

 
 

197 

19
7 

Introduction 

The Glossary has three sections: 

1. Terminology used in the VIE Generic Toolkit 

2. Vision-related Topics: information relevant to supporting people with sight loss 

3. Business Topics: information relevant to supporting people in business. 

 

The vision-related topics and business topics are in this glossary so that readers can 

have a quick reference to terms which relate to both sight loss and enterprise. Readers 

with a background in one field can now have information available in the other 

discipline.  

 

The terminology for the frequently used terms throughout this toolkit, such as vision-

impaired, service user, advisor and organisation, is also explained. 
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1. Terminology used in the VIE Generic Toolkit 

This section covers four terms: Vision-impaired, Service User, Advisor and Organisation. 

 

Vision-impaired 

A vision-impaired individual has significant sight loss to the extent that it severely 

reduces their vision. Such sight loss cannot be corrected with standard lenses and 

affects a person’s ability to carry out certain tasks. The term vision-impaired refers to 

both low vision (moderate and severe) and blindness. 

 

Service User 

The term Service User refers to a vision-impaired individual who is supported by an 

organisation to start or further develop their business. 

 

Advisor 

For the VIE Toolkit, the term advisor means a vocational education and training 

professional. 

 

Organisation 

An organisation in a simple form, without reference to legal status, is an individual or 

group of individuals arranged to accomplish a goal or set of goals. Organisations can 

be said to be defined by their mission, their values or their strategic goals.  

 

The VIE Toolkit has been developed from the work of organisations supporting vision 

impaired individuals as one of their main overall goals. Other organisations which may 

have an interest in the VIE Toolkit and an interest in working with organisations 
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supporting VI entrepreneurs are: 

 business advice providers 

 training providers 

 educational establishments 

 government departments in employment or enterprise. 
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2. Vision-related Topics: information relevant to supporting 

people with sight loss 

The following section introduces some terminology that is useful both to experienced 

advisors working with VI individuals, and also to organisations that may not have much 

previous experience in dealing specifically with VI service users or with relevant 

business procedures.  The topics covered are listed below and are linked directly to 

the relevant section: 

Access technology  (AT)  

Most searched-for types of access technology 

Vision 

Vision criteria for registration 

Rehabilitation 

Debt Advice 

Welfare Benefits 

 

Access technology (AT) 

‘Access to technology' for someone who is vision-impaired relates to the adaptive 

hardware or software that can make equipment accessible. This can mean adding 

speech, magnification or a Braille display to a computer. Specialist equipment that has 

been designed for use by vision-impaired individuals includes video magnifiers, Braille 

notetakers and Braille embossers.  
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Most searched for types of access technology 

Standalone Reading Machine 

A Standalone Reading Machine is one unit that integrates a scanner, Optical 

Character Recognition (OCR) software and speech software. The printed document 

can then be scanned and read by the same machine. This option is most popular with 

those individuals who do not have a PC or do not want to use a computer. Some of 

these machines allow document storage. If the VI individual already has a PC with 

speech output software, a cheaper option for reading documents is usually to buy a 

scanner and some mainstream or specialist OCR software.  

 

Optical Character Recognition (OCR) software 

This software is used in conjunction with a PC and scanner to copy printed text to the 

computer and hold it electronically so that it can be read by a screen reader or 

magnified with software. There is mainstream OCR software available that just copies 

the text.  

 

Speech Output software or Screen Reader software  

A screen reading program converts screen text displayed into speech spoken by a 

speech synthesizer. Common features include the ability to speak the full screen, a 

user-defined area of the screen, a line, a word, individual letters or the phonetic 

equivalent of a letter and punctuation. A screen reader allows menus, dialog boxes, 

tool tips and system messages to be read back. A screen reader is designed to give a 

blind individual access to the computer.  

 



 
This project has been funded with support from the European Commission under the Lifelong Learning Programme 

 
 

 
 

202 

20
2 

Screen Magnification software  

This software can magnify the text, menus and icons on the computer screen up to 32 

times. Because screen magnification software increases the size of the image 

displayed on the screen, only a portion of the original screen image can be seen at one 

time. Normally the magnification will automatically follow the area of attention, for 

example the cursor. Because of the restriction on the amount of viewable area of the 

screen, a large monitor is usually used in conjunction with screen magnification 

software to effectively increase the viewable area on the screen. 

 

Braille Embosser or Braille Printer 

Embossers print Braille output from a computer by punching dots onto paper. They 

connect to the computer in the same way as text printers and can also be connected to 

notetakers and other devices with a serial or parallel port. Used in conjunction with the 

embosser is Braille translation software that translates printed text into Braille.  

 

Notetaker  

A portable computer with a Braille or QWERTY keyboard that gives speech feedback 

and allows the user to take notes and make appointments; some are email and 

internet-enabled. They can also have an integrated Braille display.  

 

Closed Circuit Televisions (CCTVs) or Video Magnifiers 

These are magnifying aids for individuals with some vision. Printed material and 

objects can be placed under a camera and the magnified image is displayed on a 

television screen or computer monitor. They are mostly used for reading, but can also 

be used for writing and other activities such as sewing.  
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Braille Display  

An electronic Braille display is a tactile device that is placed under a conventional 

computer keyboard, or laptop keyboard and enables the user to read the contents of 

the computer screen by touch in Braille. Each cell has eight pins made of metal or 

nylon, which are electronically controlled to move up and down, to display a Braille 

version of characters that appear on the computer screen.  

 

Voice Recognition software  

Voice Recognition software enables the user to have an alternative to typing text into a 

computer. This is where the user talks to the computer and should not be confused 

with a Speech Output system where the computer talks to the user. Using a Voice 

Recognition system requires modifying speech patterns and it does take some time to 

develop. This is a possible solution for individuals who have difficulty with their hands 

or who have dyslexia; it is not usually the recommended option for an individual who is 

vision-impaired who can learn to touch-type. This is because the combination of 

equipment that is required to make voice in and voice out work together is expensive 

and requires extensive training.  

 

Vision 

The terminology of the different eye conditions which can lead to vision impairment is 

described below.  

 

Macular Degeneration (MD) 

MD is the most common cause of severe sight loss in the UK (100,000+ individuals), 

especially amongst elderly individuals. The macula is the part of the retina at the back 

of the eye which gives central/detailed vision. This can become less sensitive in later 
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life, with a gradual loss of ability to see things clearly straight ahead (individual faces, 

TV, print, etc.), distorted vision, loss of colour vision and/or a dark or ‘missing’ area in 

the centre of vision. Individuals with Macular Degeneration usually retain outline vision 

for many years without going completely blind.. 

 

Diabetic Eye Disease 

Diabetes can affect the eye in various ways, usually involving damage to the retina at 

the back of the eye, especially for individuals who have been diabetic for a long time. 

This usually leads to patchy vision, difficulty in focussing and sometimes loss of colour 

vision. Vision may also fluctuate and there can be other health problems. Ophthalmic 

treatment is usually by laser, at least initially. 

 

Glaucoma 

Changes in pressure within the eye cause damage to the optic nerve at the back, 

which carries visual images to the brain. Detailed vision can remain quite good but 

often within a restricted field. There can be sensitivity to bright light. Treatment is 

usually by eye drops, optical aids and sunglasses. Individuals of any age can develop 

Glaucoma, usually slowly and painlessly and it can be treated, especially if detected 

early. Anyone over the age of 40 is entitled to a free eye examination if there is a 

history of Glaucoma in their family. 

 

Cataracts 

A Cataract is a clouding or darkening of the lens at the front of the eye. This usually 

develops slowly, over a number of years as people age (65 plus), but can be 

hereditary or develop rapidly as a result of injury or disease. Cataracts lead to a 



 
This project has been funded with support from the European Commission under the Lifelong Learning Programme 

 
 

 
 

205 

20
5 

blurring of vision, with near vision usually better than distance. They are easily 

detectable by eye examination and surgery is now regarded as routine. 

 

Corneal Problems (sometimes requiring grafts): 

 Hemianopia - loss of half the field of vision in each eye, often after a stroke 

 Myopia - short sight 

 Nystagmus - involuntary movement of the eye making focussing difficult 

 Optic Atrophy - damage to the optic nerve carrying visual messages from the 

back of the eye to the brain 

 Retinal Detachment - the retina splits from its base layer 

 Retinitis Pigmentosa - hereditary condition leading to a gradual loss of peripheral 

vision, leaving ‘tunnel vision’. 

 

 

Vision criteria for registration 

There are two most important spheres in which our eye condition can be examined: 

 Visual acuity: refers to central vision, the vision used to see details.  

 Visual field: how much can be seen around the edge of vision while looking 

straight ahead.  

 

Visual acuity is measured by reading down an eye chart while wearing any glasses or 

contact lenses. This is known as a Snellen test. The field of vision is measured by a 

'field of vision test'.  

 

Snellen scale 
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Visual acuity is measured using the Snellen scale. A Snellen test usually consists of 

rows of letters which get smaller the further down the chart is read.  

 

On the Snellen scale, normal visual acuity is called 6/6, which corresponds to the 

bottom or second bottom line of the chart. The figures 6/60 or 3/60 are how the result 

of a Snellen test are recorded. If only the top line of the chart can be read, this would 

be written as 6/60, meaning that the person can see at 6 metres what someone with 

standard vision could see from 60 metres away. The first number given is the distance 

in metres from the chart. Usually this is a 6 (for 6 metres) but would be 3 if sitting 

closer to the chart, i.e. 3 metres away. The second number corresponds to the number 

of lines the person is able to read on the chart. The largest letters, on the top line, 

correspond to 60. As the chart is read, the numbers that correspond to the lines get 

smaller, i.e. 36, 18, 12, 9 and 6. The bottom line of the chart corresponds to the 

number 6. For example, an individual with standard vision would be able to read the 

second line on the chart when 36 metres away; however, a Snellen score of 6/36 

would mean an ability to only read the same line at 6 metres away. Generally, the 

larger the second number is, the worse the sight. 

 

Each country has its own criteria for registering an individual as legally vision-impaired. 

These criteria are mostly based on the visual acuity and visual field tests. 

 

Rehabilitation 

Rehabilitation advice and training for sight loss covers a wide range of areas. 
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Mobility 

Mobility training is one of the main roles of rehabilitation workers. They train individuals 

with visual impairments to move about safely and independently, indoors and out. 

Rehabilitation workers carry out mobility assessments with individuals to assess what 

training they need. The training can involve, for example, sighted guide techniques 

with the vision-impaired individual and their family, familiarisation within residential 

homes, or mobility in new and unfamiliar areas. Rehabilitation workers provide cane 

training for vision-impaired individuals. There is a range of white canes and walking 

sticks available, and the rehabilitation worker can assess which mobility aid is most 

suitable. 

 

Independent living skills 

Independent living skills include personal hygiene and upkeep, cooking and cleaning, 

and purchasing equipment for daily living using speech/large print/touch-sensitive 

white goods and access technology (both hardware and software). A wide range of 

aids and equipment can be supplied, along with training, to enable the vision-impaired 

individual to retain or regain independence. Training is usually done on a one-to-one 

basis but can also be delivered in a group setting. 

 

Communication skills 

Communication skills can be taught, ranging from Braille and Moon (an easier form of 

tactile reading) to using aids and equipment such as writing frames and labelling 

devices. Rehabilitation workers can offer advice, support and tuition on communication 

skills. They tailor training programmes to meet individual needs and these are offered 

either on a one-to-one basis or in a group setting. The programmes can cover good 
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lighting, large print, closed circuit televisions, use of computers and keyboard skills, 

and the use of magnifiers. 

 

Debt  Advice  

A debt counselling service can advise on different types of debt such as rent and 

mortgage arrears, credit card debts and bank loans. Such a service can check that  

individuals are getting all the benefits to which they may be entitled and  help them 

identify the most important debts and take action accordingly. The law gives different 

creditors different ways of getting their money back, so the service can help plan a 

weekly and monthly budget; draw up a financial statement by looking at income and 

outgoings; decide on a plan to deal with debts; negotiate with the individuals who are 

owed money; advise on court procedures; help reply to court documents, and 

represent the individual at court appearances, where appropriate. 

 

Types of debt  

All debts are important, but some are more pressing than others. The ultimate 

consequence of not dealing with a particular debt depends on the purpose of the debt. 

Some debts carry severe penalties and these debts should be dealt with first. The list 

below shows some examples of what could happen if priority debts are not dealt with: 

 Mortgage: repossession of home, eviction 

 Second mortgage/secured loan: repossession of home, eviction 

 Rent: eviction from home 

 Water rates: supply disconnected 

 Gas/Electricity: supply disconnected 

 Telephone: disconnection 

 Hire purchase (not normal credit): repossession of HP goods 
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 Unsecured credit card debts: impaired credit rating. 

 

Welfare Benefits 

Welfare rights counselling can raise an individual’s awareness of their maximum 

entitlement to state welfare benefits. The service is needed because of the complexity 

of social security systems. Welfare rights advisors will generally: 

 Check what benefits individuals may be entitled to 

 Assist with complex benefit application forms 

 Advise and represent the VI individual on all aspects of social security law, 

including entitlement to benefits, backdating, suspensions and overpayments 

 Provide advocacy and representation. 

 

For self-employment, a welfare rights advisor can check the Service User’s current 

benefits status and advise on the best course of action to create a ‘welfare bridge’, an 

arrangement which makes it easier for individuals to start their own business while on 

welfare benefits. 

 

 

 



 
This project has been funded with support from the European Commission under the Lifelong Learning Programme 

 
 

 
 

210 

21
0 

3. Business Topics: information relevant to supporting people 

in business 

 

The following topics are covered in this section – each topic is linked directly to that 

particular section: 

SME 

SWOT 

Unique Selling Point 

Sales and Marketing 

Financial Planning 

Income Tax 

VAT 

National Insurance 

Grants 

Loans 

Commercial loan 

Soft loan 
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SME  

A Small and Medium-sized Enterprise is a company or organisation with fewer than 

500 employees and either of the following: 

 an annual turnover not exceeding €100 million; 

 a balance sheet not exceeding €86 million. 

 

SWOT 

The SWOT Analysis is one of the most common methods of diagnosing if an activity is 

viable, as it analyses ‘strengths, weaknesses, opportunities and threats’. A good 

analysis will not just list all 4 groups of elements but also will investigate what 

combinations appear in different spheres throughout a period of time. 

 

Unique Selling Point 

A Unique Selling Point (USP) is something which sets a product or service apart from 

its competitors. The development of a USP may consider what  makes the business 

and its products and services different from competing businesses: the products or 

services may actually be unique; the business may offer special skills or expertise, or 

the business may be a niche offering. 

 

Sales and Marketing 

Marketing is finding out what people want in a product or service, why they want the 

product or service and the amount people will pay for the product or service. Generally, 

the marketing strategy underlies sales techniques, the way a business communicates 

with its customers, and manages other business development. A sale is the process of 

converting a business enquiry for commercial return. The sales process can use 

advertising, sales promotions and publicity, etc. 
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Financial Planning 

Financial planning uses quantitative planning tools to measure income and 

expenditure; profitability; what the business owns and what the business owes; 

survival budgeting; cashflow forecasting; profit and loss accounts, and balance sheets 

to look at barriers to improved performance and the potential application of different 

business models. 

 

Income Tax 

Income tax is a tax on income. Generally, not all income is taxable and there are 

allowances dependent upon individual circumstances. 

 

VAT 

Value Added Tax is charged on most goods and services that VAT-registered 

businesses provide. There are different rates of VAT and there are goods and services 

which are exempt from VAT. 

 

National Insurance 

National Insurance contributions are paid to build up an entitlement to certain state 

benefits. The contributions that are paid depend on the amount that is earned and 

whether the individual is employed or self-employed. NI contributions generally stop at 

State Pension age. 

 

Sources and types of finance 

Grants 

Grants are funds disbursed that do not require repayment. Generally, grants have 
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specific criteria and require an application process. Governments, corporations, 

foundations and trusts provide grants. 

 

Loans 

A loan is an arrangement where a lender gives money to a borrower for repayment.  

There are commercial loans and soft loans. 

 

Commercial loan 

The lender generally charges interest on the loan. Banks are the main source of such 

loans to SMEs. Loans may require a level of matching, for example, a 50% bank loan 

would be matched with 50% contribution from the business owner to purchase 

equipment or property. A bank may also require a level of security, e.g. the bank holds 

the rights to the equipment or property and in the event of default on payment of a loan 

the bank can sell the equipment or property. An unsecured loan does not require such 

a 'guarantee'; a student loan is an example of this. 

 

Soft loan 

A soft loan carries interest or charges below the market rate. 

 

For more business-related information please go to Part III of VIE Generic Toolkit – the 

Self-employment Programme Guideline
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