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( Sample Program Delivery Model (
Phase 1:  Recruitment 


Agency promotes program  






(allow minimum of 3 month lead time)
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Client attends information session


Phase 2:  Self Assessment & 
Client chooses to participate in self assessment program 

   Selection


(usually a series of workshops & assignments)


Client chooses to submit written application 

(application form, simple business outline, sample of work, resume and references)


Agency invites client to an interview

(two-way interview to assess candidates’ eligibility, readiness and need for program)


Agency selects client for program

(agency invites eligible clients into program;  agency refers non-eligible clients to other community resources)


Phase 3:  Self Employment

Client completes training program 

                Training
(60 hours minimum – combination of business planning & personal development workshops, private business coaching & individual research)


Client submits business plan

(usually on last day of training program or one week later)


Phase 4:  Business Start-up

Client completes business coaching program
(minimum of monthly sessions for 6 months)


Client participates in business mentoring program 

(minimum of monthly sessions for 6 months)


Client participates in on-going business events, networking sessions, clinics and trade shows

( Program Planning Checklist (
PROGRAM PROMOTION

· Information package for clients and referring organizations

· Information package for potential funders

· Flyers, posters or advertisements

Information packages could include:  brochure or information sheet about organization; brief program description; eligibility requirements; relevant times and dates; contact information.  

Consider developing hard and soft copies for mail-out, pick-up, e-mail, or web site access.  

FACILITIES & EQUIPMENT

· Training room with flip chart, white board, tables, chairs

· Private business coaching space

· Staff office space

· Computers for staff

· Internet access for staff

· Computers for clients

· Internet access for clients

· Fax service

· Photocopying service

· Laminating equipment

· Business card posting area

· Business networking notice board 

· Reference library

HUMAN RESOURCES

· Program Manager

· Administrative Support

· Trainers

· Business Coaches

· Volunteers

ASSESSMENT TOOLS

· Program application forms

· Blank business outline

· Self-assessment tools and exercises

· Client interview questions

· Client selection criteria

SELF EMPLOYMENT TRAINING MATERIALS

· Self-employment training curriculum

· Client workbook

· Blank business plan

· Action plan

· Sample business plans

· Client learning contract/agreement 

· Dispute resolution process

· Training videos and tapes

· Reference books

BUSINESS COACHING TOOLS

· Business coaching contract/agreement

· Action plan for use at the end of each session

· Business reports for clients to submit regularly

· Journals for clients to track their own successes and challenges

ADMINISTRATION

· Client file system

· Program evaluation tools

· Management Information System (MIS) for client tracking

· Program budget management system
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