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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.

Ouir 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 2" week of the second month of the
quarter and the 3™ 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

VV VY VYV

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

29 January 2016

Jiohn xxx
WK
X
Initial Mentor Visit
Cear John

Flease find enclosad a list of your latest mentores(s), Lisa Salvo you will also find
copies of the necessary paperwork included.

Please make sure that you retum the form Summary of Mentor visits o be
conducted NO LATER than the day prior to the visits taking place to the Area
Managers for South Australia and ACT and the MEIS office for Victoria.

All participants must be mentored within the first .wo [(2) weeks of operation; the
following mentoree(s) will commence on the 14" of January 2016 and must be
mentored by 28 of January 2016.

This initial visit must be conducted at their place of business. If you are having
difficulty making contact with any of your mentorees, please contact me as soon as

possible.

During this wvisit please ensure that you sight a “Certificate of Currency™ for
Business Insurance. You can then determine how often you need to sight their
policy depending on the length of the policy and their payment options (ie monthly or
annually).

The required mentor paperwork must be retumed fo our office by 31% 0f January
2016,

Flease remember that under no circumstances are mentonng sessions are to be held
in a mentoree’s home.

Flease direct any guestions or concems you may have directly to me on 9564-6335
or via email at neis@holmesglen.edu.au or arie. moeses@holmesglen.edu.au

Many thanks

Arie Moses
Manager
Business Development Unit (NEIS)
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Sample of Mentee Information
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Quarterly Mentor Letter

gt February 2015

Kermy xx
Adress
Adress

Quarterly Mentor Visit
Dear Kerry

Pleaze find enclesed your latest mentoring schedule, if any mentores’s names are missing from
the attached paperwork please advise our office. You will also find copies of the necessary
papervork included.

Pleaze make sure that you return the form Summary of Mentor visits to ba conducted NO
LATER than the day prior to the visits taking place to the Area Managers for South Australia
and ACT and the HEIS office for Victoria,

Al participants must be mentored by 265 March 2015 If there are any extenuating circumstances
for not doing =0, please contact our office immediately.

Pleaze remind mentores that they are required to submit the Business Retum and Income
statement for the quarter. Please do not collect this on their behalf.

Please ensure that you sight a “Certificate of Currency™ for Business Insurance, when
meeting your mentoree. If a gsighfing does not occur due to the policy being previcusly sighted
(e.g. a 12 month policy) please ensure that you indicate this on the Mentor Report.

Pleaze rememiber that under no circumstances are mentoring sessions are to be held in a
mentoree’s home.

The required mentor papervork must be retumed to our office by 2™ April 2015
Please ensure mentoress full name and Group numbername is cleardy written on the form.

Pleasze direct any questions or concems you may have directly to me on 9564-6835 or via email at
neisfholmeaglen. edu_au or are mosesfholmesqglen.edu_au

Many thanks

Arie Moses
Manager
Business Enterprise Unit (MEIS)
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Summary of Mentor visits to be conducted

Summary of Mentor visits to be conducted

This form is o be emaledfayed fo the NELS office no later than the day pror to the visils faking place.

Mentor Mame: Date: ! /
Participant Name: | Address Telephone Expected Expected
Mumber start Time | finish Time
Joannag Hj't:-ggs 75 Smith Sirest, Smitfdowr T2 777 222 10 am 11 a8m

HE= (Xiice

PO Box 42
Holmesglan Wic 3148

Tel: 03 8308 571189564 5834

Faor: 03 9200 828

Errait nesEhoimesglen. edieac

Emergancy Carfact
Aurie Moses: 0412 8435 536
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Mentor Report

Mentor Report: NEIS Business Performance & Evaluation

Participanis Mame: he ntor:

rrEsolen

Group:

Meesting: Quarter:

Date Time armn / prn milal O "0 270 "0 4"0O  sn [

Where did mentoring take place:  ©On site [J Orther (etata)

Business insurance: Current O Mat curent O

Insurance Policy Mumber:

Insurance Start Date Insurance End Date

The following fo be compleled durdng first condact (whare exceplion is made for 2 sife wisils)
Agresmen] 10 vary mentoring [seations where Lhe business is:

Home based [ Moile ] Located in a regional or isalated area [

Cietzils of mew meeting location armangement:

Currency of business insurance sighted: Yes O Mo OO Insurance Paid Monthly Yes (0 e O

Financlal figures for 4 at time of contact

¥ Planned to daka ¥ Actual to date

Cash In Debiors

Cash Cut Craditors

et Balance

Explanation for discrepancies:

Business Performance [ Viability report: Viable (] Mot Yet Viable (] Mot Viable (1
(For ™ and ¥ quarter report only ) (pleaze expiain) iplease explain)
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Mentor Report: NEIS Business Performance & Evaluation

Agreed upon strategies and time frames for implementation:

ETIT R T o

L VP STOY G ey g P g ] P i

ETRTTRTINTE T,

e T TR TR TR T S TE U0 0 SR [ SR e

maeLirie oy

Mentor's Signature:

Farticipant's Signature:

bemager sCechil CHTOATY R [
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Summary of Business Mentor Visits Completed

I ==

SUMMARY OF BUSINESS MENTOR VISITS COMPLETED FOR PERIOD ENDING:

NAME OF BUSINESS MENTOR

Date of
Mentar Visit

Mame of Parficipant

Group Mumber

Signature of Participant

Fal i ghiay Sdwz X1 FOHTOATE R e Do aa Ea il o) Dazemern i LA 05 fomddisre Femok orararsy o Med b Wale Cordeid Foer vl dx
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NEIS Income Statement

Aunstralian Crovernment

New Enterprise Incentive Scheme (NEIS)

MNEIS Income Statement

jobactve
About this form

Your information and privacy

You mast comiplete this form every Financial Quarter during
the period of MEIS Assistance. The purpose of the NEIS Income
Statement is to allow you as the business owner and the
Department of Employment to monitor the progress of your
HEIS Business. The Department of Employment will also
determine continuing eligibility for NEIS Allowance

{if applicable). This is done by your NEIS organisation applying
external incomee and viability tests basad on the information
that you provide {note: external income does not inclede
incomee from youwr NEIS Business). Giving false or misleading
information is a serious offence.

When to complete this form

You will need to complete a KEIS Income Statement after
each Financial Quarter during which you are operating your
HEIS Business. Statements must be lodged with your NEIS
onganisation within 10 Business Days after the end of each
Financial Quarter. Failure to do so may result in the suspension
of your NEIS Assistance.

A Financial Quarter is a period from:
N 1 July to 30 September;

] October to 31 December:

B 1 January to 31 March; and

B 1 April to 30 June.

If you commenced MEIS Assistance less than four weeks before
the end of a Financial Quarter, you are not required to submit
a MEI5 Income Statement to your MEIS organisation for that
quarter. If this is the case, you should includs the information
from this pericd in your NEIS Income Statement for the next
full Finandial Quarter, which will be deemed to be your first
Financial Juarter.

Who completes this form?

The KEIS Parficipant named in the MEIS Participant Agresment
miust comiplets this form. You must only include your personal
detzils on this form. Any propased partners® in the NEIS
Business who are also receiving MEIS Assistance must complete
a separate NEIS Income Statement.

¥ Definition of partnan

For NEES purposss a person is considared to b your partnar if you and the
parsan ara living togethar, or usually Fwe togethar, and are mamied; or in
a registened relationship fopposite or same-sax); or in a de facio
ralationship (oppaosita or same-sax).

[For NEES purposes a person is considorod to b in & da facto ralationship

fran thea timie thay commenca living with another parson as a membsr
of a coupla.

Your personal information is protected by law, including the
Privacy Act 1988 (Cth) (Privacy Act) and the Auwstralian Privacy
Principles (APPs). The perscnal information (including sensitive
information] you provide on this fiorm is collected by your NEIS
organisation on behalf of the Australian Govemment
Department of Employment ithe Department) to determine
your continuing eligibility for NEIS Assistance if there is

a relevant change in your circumstances.

If you do not provide some or all of your personal information
(including sensitive information), the Department may not be
able to ensure your participation in MEIS and continuing
eligibality for MEIS Assistance.

Your personal information (including sensitive information) may
be passad onto and between State Govemment Departments
that have an inmvolvement with MEIS, MEIS organisations and
other contracted providers of services under the Employment
Services Deed 2015-2020 and the subcontractors of these
entities, the Auwstralian Taxation Office, the Department of Social
Samvices, the Department of Veterans' Affairs, the Department of
Human Services and the Department of the Prime Minister and
Cabinet. Your personal information may also be used by the
Department or giwen to other parties where you have agreed,
or the wse or disclosure is othensise permitted, including where
it is required or authorised by or under an Awstralian law or
court or tribunal order.

The Department’s Privacy Policy contains more infonmation
about the way in which we will manage your personal
information, indheding information about how you may access
your personal information held by the Department and sesk
comection of such information. The Privacy Policy also contains
information on how you can complain about a breach of the
APPs and how the department will deal with such a complaint.
A copy of the Department’s Privacy Policy can be found on the
Privacy page of our website or by requesting a copy from the
Cepartment via email at privacy @employment.gov.au.

EM15-0000
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Your details

1 Your Job Sesker ID

2 Your NEIS Participant Agreement ID

3 Yourfull name

4 Your daytime contact phone number
(I |

Your external income

5 Did you receive any income external to your NEIS Business
{excluding MEIS business income, MEIS Allowance, MELS
Rental Assistance, Department of Human Services (DHS]
or DA Allowances/Pensions, and your partner's income)
for this period? Do not indude income you may have
received before commencing MEIS Assistance.

[« appropriatebox) [ Mo [ Yes

¥ES, give amount of gross incomse |

6 Source of income

Income Statement—page 2 of 2

Cashflow summary
9

BUDGET ACTUAL

(a5 par NES Busirgss Plam)
AINCOME | Il |
B. EXPENSES | Il |
C. BALANCE || f |
D.DEBTORS  ($ OWEDTOYOU) || |
E.CREDITORS ($ YOU OWE) | |

MEIS Business Mentoring visit

10 Have you had a wisit from your MEIS Business Mentor
this Finandcial Quarter?

[1¥es [ ]Hao

11 Humber of people working in your NEIS Business
(incheding yourself)?

|:| Full-time |:| Part-time

Declaration

Business income summary

Financial period belng assessed
7 Quarter from (DOMBYY )

| | o | |
8 Quarter number { + appropriate bog)

[JFirst [ second [ ] Third

[] Fourth

| certify that the information suppled on this form is complete and
correct to the bestof my knowdedge. | acknowdedge that faise
information will lead fo termination of NEIS Assistance and where
applicabie, NEG Aflowance and action o recover any payment
falsely obtained wil be instipated,

If you are completing this form electronically plegse prind the
compieted farm, sign in the provided signature Block and send

to your NES erganisation. [f you are unobile fo sign due o

a aisabilify, please complete all required fisids, mark the signature
hiock with the words “unabie to sign™ and email it fo your NETS
arganisation. They will contact you to confirm afternative
signature arrangements based an your Crumstances.

Signature

T

Send  thits form to yousr MEIS organisation and make a copy
fior your reconds.

EM15-0009
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NEIS Business Return Statement

NEIS BUSINESS RETURN STATEMENT

FIRST NAME SURNAME GROUP

BUSINESS NAME

GUARTERLY BUSNESS RETURN E TiCK THE APPROPRIATE Eﬂg' )
4'."1!5- I:l 151:'31" 2nd o I:l 3[':1 I:I 4.[‘ ofr I:l 5ﬂ'| I:I
¥ e}

THE PERIOD COVERED BY THIS BUSINESS RETURN STATEMENT

From r Fi to r Fi
2 BUSINESS CASH FLOW STATEMENT

PLAMNMED % ACTUAL §
{as per the Business Plan |

CASH IMFLOW (receipts) *

CASH QOUTFLOW (payments)

CLOSING CASH BALAMCE —T

DEBTORS (5 owed to you)

CREDITORS (5 you cwe)

STOCK O HAND
3. DURING THE PERIOD OF THIS RETURN DID ¥OU HAVE ANY CONTACT WITH YOUR MENTCOR?

[ []
¥ES  []INDICATE THE TY¥PE OF CONTACT BELOW:
[Ovisit i business premises [ Workshop  [JContact by telephone []Other:
4. WERE THE MENTORING SERVICES
[0 UNSATISFACTORY [ SATISFACTORY [0 VERY HELPFLUL
COMMENTS:
5. DO Y0U HAVE CURRENT BUSIMESS INSURAMNCE?
YES [ Has a copy been provided to Holmesglen:  YES [
WO wo [

INDICATE TYPE OF INSURAMNCE BELOW:

] Public Liability [Contents  [(JProf Indemnity []Product Lisbility []0ther:

INDICATE PAYMENT TYPE BELOW:
O Menthly O Guartery O Annually

DECLARATION

| certify that the information supplied on this form & complete & comect to the best of my knowledge | acknowledge that false
niommaton may lead to termination of NEIS assistance & action to recover any allowance falsaly obtained will be instigated.

SIGNATURE OF PARTICIPANT: DATE: __ | |__

This form le i be emalled or faxed fo Holmesgien NEIS Ofce
tha MEIS OMca Tel: 1300MEIS4U (1300 834 T45)
03 5208 5115
Fax 03 5209 5626
Emal: nels@holmesgien edu.au
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Sample of Donation of Business Plan Letter

28 January 2018

Mame
Address

Donation of your Business Plan

As you have now completed all the required Menforing visits and your MEIS Agreement will soom end,
we will begin the process of archiving your file.

Oine copy of your Business Plan must remain im your confidential file for the Department of Education
(DoE) requirements, whilst the second Mentor's copy is available to be retumed to you

We would be very pleased if you would consider donating this second copy (Mentor's Copy) of your

business plan as a resource for future MEIS participants. We will ensure that all confidential
infiomnation is remowed prior to making your Business Plan available to future MEIS students.

To confimn your agreemsent to allow students access to your Business Flan please complete the
section below (circling “agree”) and give this letier to your Mentor (who will retum your Business Plan
fo owr office).

If you do not wish to donate your Business Plan then please drcle "do not agree” on the section below
sign and date, and give this letter to your Mentor, wiho will retum your business plan to you.

We wish you all the very best for the success of your future business endeavours.

Regards

Arie Moses
Manager
Businass Development Unit (MEIS)

agres [ do not agree (circle a5 appopniafe) o donate my Business Flan to the Holmesglen MNEIS
Program.

By agresing to donate my Business Plan | understand that this will mean that cther NEIS participants
will have access to this document after all confidential information is removed.

Business Mame: ... ... .. . e e e e ol

Sigmature: .. .. Date: .. Growp: ... .
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