
 

Holmesglen:   29-Jan-2016  Q:\Business Development\BDU\One Drive\Local Documentation Live\NEIS Forms\Mentor matters and Profiles\NEIS Mentoring Program.docx Page 1 of 21 

 

 

 

NEIS Mentoring/Business 

Coaching program 

 

Information for Mentors 



 

Holmesglen:   29-Jan-2016  Q:\Business Development\BDU\One Drive\Local Documentation Live\NEIS Forms\Mentor matters and Profiles\NEIS Mentoring Program.docx Page 2 of 21 

 

 

Contents 
 

Introduction ........................................................................................................................... 3 

Small Business Training..............................................................................................................3 

NEIS Income Support ..................................................................................................................4 

Business Mentoring .....................................................................................................................5 

Your role as Mentor .....................................................................................................................6 

Initial Mentoring Session .............................................................................................................6 

Quarterly Mentoring Sessions ....................................................................................................7 

Forms to be forwarded to the NEIS Office ...............................................................................7 

Sample Forms and Letters.................................................................................................... 9 

Initial Mentor Letter ......................................................................................................................9 

Sample of Mentee Information .................................................................................................10 

Quarterly Mentor Letter .............................................................................................................11 

Summary of Mentor visits to be conducted ............................................................................13 

Mentor Report .............................................................................................................................14 

Summary of Business Mentor Visits Completed ...................................................................16 

NEIS Income Statement............................................................................................................18 

NEIS Business Return Statement............................................................................................20 

Sample of Donation of Business Plan Letter .........................................................................21 

 



 

Holmesglen:   29-Jan-2016  Q:\Business Development\BDU\One Drive\Local Documentation Live\NEIS Forms\Mentor matters and Profiles\NEIS Mentoring Program.docx Page 3 of 21 

 

 

Introduction 
 

The New Enterprise Incentive Scheme (NEIS) is Australia’s longest and most successful 

labour market program.  

The NEIS program was introduced in 1985 as an alternative for people who were 

unemployed but were not interested in seeking employment; they were interested in starting 

their own Small Business. 

NEIS is a National program delivered throughout Australia by a mixture of for profit and not 

for profit organisations. To provide NEIS you have to successfully tender to the Department 

of Employment. Typically, a NEIS contract lasts for 3 years and is reviewed for an extension 

of a further 3 years based on performance. However, the 2015 – 2020 NEIS contract is set 

for 5 years, with a further 5 years based on meeting contractual KPI’s. 

 The NEIS program consists of 3 parts 

1) Small Business Training 

2) NEIS Income Support 

3) 12 months face to face business mentoring 

 

Small Business Training 

 

At Holmesglen we run a 10 week face to face Certificate IV in small business management.  

We do not offer any subjects on line. The education philosophy underpinning our program is 

that we try and simulate a business environment in a classroom situation – we try and 

prepare our participants for the rigors of business and give them as realistic an overview of 

what is needed to run a business as we can over the 10 week period.  

 

Every NEIS participant needs to go through a business training program to learn how to start 

and run their own small business. The major piece of assessment is the Business Plan 

which they write reflecting their business intentions. There are however a further 8 

assessments which also must be completed for the participant to receive the Certificate IV in 

Small Business Management. 

 

At the conclusion of the 10 weeks of training, NEIS participants will have completed a 

commercially viable, fully costed business plan that reflects their business intentions. 

 

The business plan is vetted by a 2 person business panel, the NEIS Advisory Committee 

(NEISAC), at the end of the training. The panel is independent of the NEIS program.  

 

Our facilitators and business plan assessors are all business people, experts in their fields 

who run their own small business. As such we use, CPA’s, lawyers, sales experts, social 

media experts, marketing and market research experts and web/graphic design people.  
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This further underpins our training philosophy of using academic theory to apply it in 

practical and realistic terms during the 10 week training program. 

Based on the evaluation by the NEIS Advisory Committee a participant will be offered a 

NEIS Income Support contract. Whilst NEIS participants can resubmit their business plan a 

number of times to ensure that their business plan is realistic and commercially viable, some 

NEIS participants decline the offer to resubmit their business plan and drop out.  

These participants are not offered a NEIS Income Support contract. 

NEIS Income Support 

 

NEIS participants who have completed a successful business plan, have taken out 

appropriate business insurance and are financial to start their business, will be offered a 9 

month NEIS Income Support contract.  The NEIS Income Support contract offers a NEIS 

participant non-means tested government income. NEIS participants receive the equivalent 

of the full time Newstart Allowance (commonly known as “the Dole”).  

Participants are allowed to earn as much as they want from their business and they will still 

receive their Income Support payment. Participants are allowed to earn additional income 

separate to their NEIS Allowance, but only up to a certain amount. This is checked by 

conducting a NEIS External Income Test at the end of each Financial Quarter. 

 

There are five conditions that a candidate has to fulfil whilst receiving NEIS income support.  

1. To maintain current appropriate insurance cover for their business 

2. To participate in monthly contact with the office 

3. To participate in all mentor visits 

4. To provide quarterly reports and income statements by a certain date each quarter 

(dates as provided to the NEIS participant at time of signing their contract). 

5. To have a viable business after 6 months of starting the business.  

 

Each Quarter participants must forward to the NEIS Office the following completed forms: 

� Australian Government NEIS Income Statement and  

� Holmesglen NEIS Business Return Statement. 

 

 

The viability test is applied by the NEIS manager of a particular NEIS provider. 

Each NEIS participant hands in a quarterly Profit and Loss statement reflecting their 

business’ income and expenditure activities for that quarter. (see forms above). 

 

The NEIS manager assesses the quarterly reports and income statements against the 

forecasted sales and expenditure in the business plan. It is incumbent on the NEIS manager 

to apply a viability test at 6 months of business start up. Viability is based on matching 

forecasted figures against actual. In some cases were the business clearly shows no sign of 

improvement six month into start up, the NEIS Manager will terminate the NEIS Income 

Support contract. The NEIS participant may still want to run their business; however they will 

not be receiving any income support. 
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Business Mentoring 

 

As part of the NEIS support package, NEIS participants are offered 5 business mentoring 

sessions for the first 12 months of their business (one initial and then one per quarter).  

The mentor sessions go for one hour. 

 

Prior approval from the NEIS manger is required if the mentee requests a longer time frame 

for mentoring. (e.g. more than one hour). The mentor sessions can take place at the 

mentor’s business premises or a neutral venue, but not at the private address of the NEIS 

participant 

 

The Initial mentoring session will be held within the first 2 weeks of the business start-up.  

This session is a ‘get to know you’ session and to ensure the participant is ready to start 

their business. 

 

Quarterly Mentoring is usually conducted between the 2nd week of the second month of the 

quarter and the 3rd week of the last month of the quarter.  

 

The role of the mentor is to provide business guidance and where appropriate, challenge the 

NEIS participant on the direction the business is heading if the mentor feels that the 

business is not heading in the right direction. Ultimately it is up to the mentee to follow the 

mentor’s advice. Neither the mentor, nor the NEIS provider can force a participant to adopt 

the advice. However if the Profit and Loss shows that the business is not viable and the 

mentee has not followed any of the advice given by the mentor, this could form the basis for 

the termination of the Income Support contract as an unviable business. (A very small 

minority of businesses fall in this category – less than 5%) 

 

The mentee needs to bring to each mentoring session a balance day Profit and Loss 

for that quarter. Without the figures there is very little to discuss and the mentoring 

session cannot proceed.  

 

The NEIS manager receives and reads all mentor reports and acts on those quarterly 

reports that show the business participant struggling.  

 

Nationally, the NEIS program assists 6300 business start ups per year. ABS statistics show 

that on average 85% of participants are still trading successfully 2 years after starting the 

business venture. Holmesglen has been providing the NEIS program since 1996, and in that 

time it has supported over 2000 business start ups through this program.  

Holmesglen’s success rate is sitting at 87% of business still operating two years after 

commencement. 
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Your role as Mentor 

 

Our Mentees choose their mentor at the end of each training program. We run about 45 

training programs per year, so from quarter to quarter your load may change. If there is an 

upper limit as to the number of people you want to mentor, please let our office know. 

 

As a mentor you will guide the mentee through their business start-up phase.  

You will receive the business plan which has been approved by the NEISAC.  

 

Each NEIS participant receives a monthly phone call from our office in between their 

mentoring sessions to ensure that they are engaged in their business. Any information that 

you provide outside of the written mentor reports is useful to us as it helps formulate the 

monthly phone discussions. 

 

You will make your appointments with you mentees according to your availability (time & 

place). Mentees have to work in with you. You are welcome to schedule your mentoring 

session in one hour intervals over a full day or 2 days. Meeting rooms on Holmesglen 

campuses are also available - contact NEIS office to book (allow at least 3 days for booking 

confirmation) 

 

You will contact you mentee to arrange an appointment. If you do not get through, please 

leave a message and ask them to call you back. If you have not heard back from the mentee 

by the following day, you call them again and leave a message. You will contact the mentee 

no more than 3 times. If you still have not heard from them you ring the office and we 

suspend their income support payment until such time as they have contacted and 

have scheduled a mentor meeting with you. Please do not call them over and over again 

– 3 calls is enough. 

The Business Mentor’s role includes: 

� monitoring participants compliance with their approved NEIS business plan 
including checking Currency of Insurance - NEIS mentors are required to check the 
ongoing currency of NEIS business insurance at all mentoring visits and report to the 
NEIS Manager any participant who does not have current insurance, or if the insurance 
cover is not the same as that outlined in their Business Plan. 

� maintaining contact with participants during the first year of business operation 
� assisting participants with the development of viable businesses by giving 

encouragement and advice about organisational, financial and marketing issues 
� providing advice, and referral to specialist business professionals, as required, at the 

participants’  expense 
� reporting to the NEIS Manager on any follow-up action required after each visit 
� recommending to the NEIS Manager additional assistance to improve the viability of the 

business 
 

Initial Mentoring Session 

 

For the initial mentoring session you will receive: 

� A copy of the NEIS Participants Business Plan 

� A letter stating who needs to be mentored and the dates all paperwork is to be 

returned to the office 

� A list of mentoree’s and their contact details 
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� Forms required to be completed 

With the initial mentor sessions, use this business plan as your starting point for discussion. 

The longer the person is in business, the less accurate their business plan becomes. 

(Usually 6 month mark) However for the first 6 months, the business plan should form the 

central point of your discussions during the mentoring sessions. 

 

Your role is to suggest, however you cannot demand or force them to accept your advice. 

Do not feel deflated, angry or disappointed if your mentee does not follow your advice. 

If you find that your mentee is not listening to you, you may want to let the office know.  

 

Quarterly Mentoring Sessions 

 

As with the Initial Mentoring session you will receive: 

� A letter stating who needs to be mentored and the dates all paperwork is to be 

returned to the office 

� A list of mentoree’s and their contact details 

� Forms required to be completed 

If for some reason one of your mentorees “falls off” your list from the previous quarter please 

contact the office to ensure this is not a mistake. 

Forms to be forwarded to the NEIS Office 

 

Prior to the mentoring sessions the summary of visits to be conducted form should be 

completed and forwarded to the NEIS Office – emailed or faxed 

 

After each mentoring session mentors must return their Mentor Reports and the Summary of 

Mentor Visits Completed for the period forms (signed by the NEIS Participant) for every 

quarter on or before the due date as outlined in the Mentor’s Letter. These may be faxed or 

emailed. 

Failure by a NEIS participant to engage in the mentoring process must be reported to the 
NEIS Office as soon as possible. 
 
All Participant’s Business Returns and Income Statements must be forwarded to the NEIS 

Office by the participant, they are not collected by the Mentor.   

Please ensure your mentoree understand that this information must be forwarded to the 
NEIS Office by them and that you seeing them each quarter does not negate their obligation 
in submitting their financial information. 
 
 
Please ensure that at the end of the 12months of Business Mentoring all participant 
business plans are either: 
 

� Returned to the participant, or 
� Returned to the NEIS Office if the participant has signed the Donation of Business 

Plan form  
 

NEIS Office  Email: neis@holmesglen.edu.au 
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Fax: 03 9209 5626
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Sample Forms and Letters 

Initial Mentor Letter 
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Sample of Mentee Information 
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Quarterly Mentor Letter 

 

 



 

Holmesglen:   29-Jan-2016  Q:\Business Development\BDU\One Drive\Local Documentation Live\NEIS Forms\Mentor matters and Profiles\NEIS Mentoring Program.docx Page 12 of 21 
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Summary of Mentor visits to be conducted 
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Mentor Report 
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Summary of Business Mentor Visits Completed 
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NEIS Income Statement 
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NEIS Business Return Statement 
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Sample of Donation of Business Plan Letter 

 


