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Support Staff Information
Incubator Manager

Jenny Williams
The success rate of UK businesses in the first 3 years of trading is 47%.  If that business is firstly Incubated, the success rate increases to 80%.  So, how do we make sure that you are within that 80%?  By ensuring that you gain as many skills as you need to run a successful business, and that you are supported by experienced entrepreneurs.  During your time in The Unit, we will work towards helping you to achieve your business targets, offer opportunities for networking, arrange specialist speaker events, make available the best resources that we can in order for you to succeed and give you the opportunity to compete for “Awards for Business”.  We will help to plan your exit strategy from The Unit and support you in finding funding for your own premises when your ‘Incubation’ is coming to an end.  So here’s to success and welcome to The Unit.
Business Support:
Business Support is here to provide you with general daily support and with any difficulties you may be experiencing. 
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Virtual Support
If you do not require an actual office 'pod' but feel your business could benefit from the first-rate support at The Unit, then why not apply for our virtual offering? 
The investment of becoming a virtual client is £50 per month and includes the following:
·         Use of the Hot Pod (use is subject to availability), our fully equipped

        Office with PC and Broadband

·         Use of the “breakout” chat areas in the Unit
·         Unlimited access to the Excellence in Enterprise training programme
·         Free support from Asif, our strategic Sales ‘Manager’
·         Free one to one sessions with the Incubator Manager Jennie Williams
·         Free mentor support with David Winterburn from Harrison Winterburn & Associates

·         Free Support from Unit Fellows, our team of experienced business people
·         Numerous networking opportunities
·         Tailored help from our business support partners; Business Link and Leeds   

         Chambers of Commerce       
·         Use of reprographics facilities at competitive prices
·         Use of a Kitchenette 

·         Use of a Shower Room
·         Use of catering facilities at competitive prices
·         Discounted use of third party products, services and facilities
·         Free PR and frequent opportunities to promote your business
·         Unlimited access to credit reports and director searches
·         Free Leeds Chamber membership for one year
·         Heavily discounted membership of the Forward Ladies network
·         Use of Park Lane House as your city centre business address
·         Free use of the Unit boardroom for 4 hours per month
·         The opportunity to borrow books and DVDs from the training library
·         Use of wi-fi services in the break out areas
·         Use of the video conferencing equipment at a competitive price
·         The opportunity to gain a Unit award
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Prices (Virtual)
Contracts are for 1 year. Fee is £50 a month and the charges will apply for photocopying and any additional services.

Mail Forwarding @ the Unit
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From Friday 1st February 2008, the Unit will be providing a mail forwarding service for £10 per month. 

This means if you are a virtual business who finds it hard to regularly pick up your mail, or if you are a business that has recently left the Unit, then we can help you by forwarding your mail at least three times per week.

Mail forwarded includes all letters and parcels via the standard Royal Mail service. This means that the Unit cannot forward any goods delivered by courier such as Parcel Force or DHL.

Please note that this is a trial price which will be reviewed on a monthly basis according to usage of the service.

If you would like to sign up for this service please see 
Business Support.
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Useful Contacts

                                                                                    Ext.

Reception                                                                   2399

Helpdesk                                                                    2246

Security                                                                      2215

Incubator Manager                   



2250                      

Business Support   



                  2252            
Please add a prefix of 216 to dial in from outside the college                  
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Health & Safety 

Welcome to The Unit, Leeds. We hope you have an enjoyable and successful time here.

To keep the college safe and healthy we all – staff, students and visitors – have a responsibility.  To put it another way, you have a responsibility as well. This is known as a duty of care, both to others and yourself.

This Health and Safety Induction is to help you.  Please read it and familiarise yourself with what is needed. Please follow any health and safety guidance. It is to help you keep The Unit safe and healthy.

If there is anything regarding college health and safety you do not understand or you want further information, please contact:

Business Support
EMERGENCY EVACUATION

In an emergency situation, such as a fire or the possibility of an explosion, the building must be evacuated speedily and safely, without a panic. You need to know what to do and where to assemble. Should you have any problems with the evacuation please discuss this with a member of staff.
It is possible to give an incubatee an individual evacuation plan, including those who have declared a disability.  

We try to arrange at least one emergency evacuation drill on all sites, per college term.  From this you will soon know if you have learned what to do.  If you are still uncertain please ask a member of staff immediately.

We seek to evacuate all sites within four minutes, or less.  This may seem an enormously long time when trying to get out of a building in an emergency but this is well within the fire safety limits.  You can help by following any instructions given, by cooperating especially with the Evacuation Controllers wearing a yellow coat, and without arguing. Your cooperation is important and appreciated in helping the emergency evacuation go smoothly and safely. 

Remember:

· If you find a fire – either report it immediately to a member of staff or break the fire alarm glass.
· When you hear the alarm – leave the building immediately by the nearest safe route.
· What to do  - each college building has green signs and the ‘running green man’ sign to show the emergency evacuation routes out of the building.

· Where to assemble –You will have a small map to show where you assemble from The Unit. These will be strategically placed for you to see.

· Not to panic – and walk; do not run.

· Not to stand on roads - both to avoid being knocked down by a vehicle and obstructing fire engine access.
If you are not in The Unit at the time of an evacuation, leave by the nearest exit and go to the nearest assembly point.

The Evacuation Assembly Points are:
Park Lane House – this is in Woodhouse Square by the red letter box near the bridge leading to the Infirmary and St. George’s Church.  Do not cross Hanover Way, even by using the crossing, and do not assemble in the square, itself.

Park Lane Site and Academy – there are two assembly points. One is in Woodhouse Square itself and not nearby in Hanover Way. The other is at the far side of Hanover Square, between nos: 41 and 51, in the road on the left facing the mansion; there is limited vehicle access but still be aware of traffic. Under no circumstances must Hanover Way be crossed, even using the crossing, and the far side by Joseph’s Well used as an assembly point.

Individuals with a disability have their own evacuation plan and assembly point. At the Park Lane Site there are two assembly points for those with a disability, one being near the main entrance in Hanover Way and the other in the rear car park.

OTHER  ISSUES

Accident Reporting

We hope you don’t, but should you have an accident it must be reported on an Accident Form.  These forms are available from reception or a first aider. If you have difficulty getting a form please ask a member of staff. It is very important all accidents are reported as reporting helps prevent another accident.

Disabilities

This includes a wide range of disabilities, from a physical disability to dyslexia, including many long-term illnesses. Before starting, you will have been asked to declare if you consider that you have any disabilities that may affect you.  If after starting at The Unit, possibly after an emergency evacuation practice, you find that you have a disability which is limiting your involvement, do contact a member of staff. 

First Aid

There are first aiders on all sites: all front of house staff -security and reception are available to give first aid  assistance.

Smoking

Smoking is not permitted on any part of the college premises nor outside in areas marked on the pavement with yellow chevrons.  Please only smoke in designated area.
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Housekeeping Rules

· The Unit will be open from 06.00 – 21.00 (Mon – Fri) and 09.00-14.00 (Sat & Sun).
· Bank Holiday Opening Hours: On Bank Holidays the Unit will be open 09.00-14.00.
· All visitors should be signed in at reception to comply with PLC Regulations and H&S.
· It is your responsibility to look after your guests for refreshments.
· Please remember that you are working in a shared environment so try to keep noise and other disturbances to a minimum.

· We will treat you with respect at all times. You must do the same when dealing with any member of staff and other Unit occupants.

· Unfortunately we cannot provide any car parking facilities, however, you may park bicycles within the college grounds.  
Use of IT Systems

· You must comply with the IT and telephone use policies of The Unit and Park Lane College Leeds.  

· You must not use The Unit’s IT systems to access, receive or transmit material which is of a sexually explicit or racist nature, or otherwise unlawful or inappropriate.

· You must not use The Unit’s IT and telephone systems for any purpose outside your business.  This includes your use of email and the Internet through the terminal in your pod.

These Housekeeping Rules are made pursuant to the provisions of your lease, including clause 4.25 and Part 3 of Schedule 2. We may update these Housekeeping Rules from time to time.  You will be notified of any changes and expected to comply with them.  Failure to comply with the Housekeeping Rules may ultimately result in termination of your contract.
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Connecting to the unit Wireless Network

This document assumes that you are running Windows XP Service Pack2 and using the Windows XP “Wireless Zero Configuration” service (rather than 3rd party software) to connect to wireless networks.

Connection Instructions:

1. Ensure that your laptop is positioned within one of the theUnit’s wireless ‘hotspot’ areas and that the laptop’s wireless network card is switched on and enabled.

2. If this is your first connection attempt to theunit wireless network on your workstation your laptop should automatically detect the availability of wireless networks at the College and display the following message on the Windows taskbar.

[image: image8.png]) Wireless networks detected x]

One or more wireless netuiorks are in range of this camputer.
To see the st and connect,cick this message




3. Click on the message to display a list of available networks (see below)
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4. Under the ‘Related Tasks’ section of the window, click on ‘Change advanced settings’

5. In the ‘Wireless Network Connection’ window, click on the ‘Wireless Networks’ tab. Under the ‘Preferred networks’ section of this window, click the ‘Add…’ button
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6. In the ‘Wireless network properties’ window: (see screenshot below)
a. type ‘theunit’ in the ‘Network name (SSID):’ field

b. remove the tick next to ‘The key is provided for me automatically’
c. ensure that the ‘Key index (advanced):’ value is set to ‘1’

d. in the ‘Network key:’ field, type ‘0800123456
’

e. in the ‘Confirm network key:’ field, type ‘0800123456’ 
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7. Click on the ‘Authentication’ tab and ensure that the “Enable IEEE 802.1x authentication for this network” is not selected (see screenshot below)
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8. Click on the “Connection” tab and ensure that the option to “Connect when this network is in range” option is enabled
[image: image13.png]ssociaion] Aubentcaion Conacin |

Automatic connection

‘Whenever tis network is detected, Windows can connect
it automalicaly

7 ot s e

=





9. Click ‘OK’ to close the window ‘Wireless network properties’ window.
10. After a couple of seconds, the following information bubble will appear by the clock on the system tray telling you that you are connected to theunit wireless network
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Next time you re-boot your laptop and you are in range of theunit wireless network, the laptop should automatically detect and connect to theunit wireless network. 


ROUND FOUNDRY MEDIA CENTRE FRONT DESK 

The Round Foundry Media Centre Front Desk service gives clients the advantage of a professional telephone answering service and/or the use of a business address without being based at Round Foundry Media Centre on a permanent basis.

We now offer three levels of service to suit clients’ individual needs:

SILVER

This service enables clients to utilise the Round Foundry Media Centre address for all their incoming mail.  

Post will be left in reception for collection or can be redirected as per your wishes.

Outgoing redirected post will be sent at normal Royal Mail rates plus a 15% handling fee. 

Total Cost: £25 per month (inclusive of VAT)

GOLD

This service enables clients to use a direct dial telephone number which is answered by our reception team in the clients’ company name as specified.  

It includes a digital voicemail facility which can be used during the day as well as for out of hours service when the Round Foundry Media Centre reception is closed.

Telephone messages will be written down by the reception team and stored awaiting your collection [you can phone in for these or collect them in person from reception].

Alternately, more urgent messages can then be relayed as per the clients’ request via the following methods;

SMS Text Message - sent to the clients’ mobile phone.

Email Messages – sent directly to the clients’ PC.

Up to 5 Phone Messages – calls made to clients’ UK telephone / mobile phone or on their behalf to another party.

This package includes the relay of a maximum of 40 messages per month (either via SMS Text Messaging, E-mailed Messages, up to 5 phone messages or a combination of the above)

Total Cost: £55 per month (inclusive VAT)

PLATINUM

This service combines both the Silver and Gold Packages which enables clients to make full use of all the Round Foundry Media Centre facilities without being based here on a permanent basis.  

This package includes the relay of a maximum of 60 messages per month (either via SMS Text Messaging, E-mailed Messages, up to 5 phone messages or a combination of the above)

Outgoing redirected [not packages or special/recorded delivery] post will be sent at normal Royal Mail rates plus a 15% handling fee.

Also included is a 40% discount off our meeting room and conference hire charges here at Round Foundry Media Centre (discount excludes catering).

Total Cost: £75 per month (inclusive VAT)

ADDITIONAL PRICES

SMS Text Messages

All SMS messages over the allocated quota will be charged at 50p per message.

Email Messages

All email messages over the allocated quota will be charged at 50p per message.

Phone Messages

All telephone messages over the allocated quota of 5 will be charged at £1.50 per message.

We can offer some additional services not included in the packages, such as secretarial support.  These items will be chargeable – please enquire at reception about availability and prices.

To receive an application form or for further information, please contact our Customer Service Administration Team:

Round Foundry Media Centre

Foundry Street

Leeds

LS11 5QP

Or telephone Round Foundry Media Centre: 0870 420 2300

Email: info@roundfoundry.net

Thank you.

ROUND FOUNDRY MEDIA CENTRE

INTRODUCTION & FAQs


ROUND FOUNDRY MEDIA CENTRE IS DEDICATED TO DIGITAL MEDIA AND CREATIVE ENTEPRISES AND PROVIDES HIGH QUALITY INFRASTRUCTURE AND RESOURCES TO SUPPORT THIS GROWING SECTOR IN LEEDS

WHAT IS ROUND FOUNDRY MEDIA CENTRE?

Opened in December 2003, Round Foundry Media Centre provides 46 office spaces with sufficient capacity for up to 200 people. It is a focus for the media and creative sector in Leeds with a wide range of networking events and opportunities to collaborate within a like-minded community of high growth companies.

WHERE IS IT SITUATED?

It is located between David Street and Marshall Street off Water Lane within the Holbeck Urban Village, Leeds. The centre is part of the Round Foundry complex which includes apartments, a deli, restaurant, bar and art gallery.  There is also other commercial space on the development and many other creative companies are based in the area including RIBA, architects and advertising agencies.  It is an 8 minute walk from the train station and is located in a rapidly developing area including 88 newly built apartments, a café-bar and restaurant

WHAT IS THE PURPOSE OF THE CENTRE?

Round Foundry Media Centre supports the growth and development of the digital media sector in Leeds. It is the flagship location for dynamic companies working in the sector who have between 1 and 12 employees. The facility provides flexible but high quality services which reduce some of the traditional barriers to this sector. These include short lease terms, capital investment in telephony and IT infrastructure, technical support contracts and connections to like-minded enterprises. Ultimately it has helped to accelerate the growth of the sector in Leeds, encouraging new companies to start-up, develop and spin-out into the wider regional economy.

WHO OWNS ROUND FOUNDRY MEDIA CENTRE?

Yorkshire Forward acquired a lease on the property.  The property is managed on behalf of Yorkshire Forward by Creative Space Management Ltd, whose parent company is Igloo Regeneration Ltd.
HOW MANY STAFF WORK THERE?

Andrew Clay is the Centre Manager for Round Foundry Media Centre.  Kirstyn Speed, Alison George and Thomas Cooledge are the experienced Customer Service Administrators for the centre.  Cleaning and maintenance is outsourced. IT support is provided by our existing team. There is also be a significant presence from the management team of Creative Space Management Ltd; Toby Hyam: Chief Executive, Paul Taylor: IT Systems Director, Cherry Salt: Operations Director.

WHAT ARE THE OFFICES LIKE?

All office spaces are carpeted, flood-wired with power, telephone and internet access ports; have high quality lighting, air conditioning and have individual security. The provision of office furniture is up to you but if you want to take the hassle and responsibility out of buying your own you can rent them from RFMC. In general Round Foundry Media Centre is ideal for companies of between 1 and 12 people, with some companies taking multiple offices in order to cater to larger numbers of staff. So, if your company needs several offices, this is no problem and our IT and telephony systems can provide simultaneous ringing or call-groups across multiple offices in the Centre.  

We also offer workstation units which are cheaper than the smallest office but provide a secure work-area within the Centre with access to meeting rooms and all the reception services available to other tenants.  The availability of these individual work stations will be limited and priority will be given to start-up digital media businesses.  Alternatively, if you just want to work from home or another location, then we can provide you with a virtual office with an address at Round Foundry, use of our reception answering service, meeting rooms and the opportunity to participate in all our networking events. Please contact us if you require more information about these services. 

WHAT ABOUT PARKING?

Round Foundry Media Centre has approximately 50 parking spaces, the majority of which will be available for leasing. The price will be based on local market prices which are in part determined by business rates and cost £90.00+ VAT per space, per month, this price is also subject to business rates.    Short stay (up to 3 hours) bookable spaces will be provided for clients’ visitors or guests as part of the inclusive services provided to our clients.

HOW MUCH DO OFFICES COST PER MONTH?

Office spaces are normally priced per square foot. If you are interested in a specific office please request a quotation from the Round Foundry customer service administration team.  In general the prices are between £32- £38 per square foot. This does not include business rates. 

As in any other office your IT, telephony and parking costs are also separate.  Buildings insurance, air conditioning, heating, electricity, lighting, lift maintenance, kitchenette, toilets, cleaning of public spaces, free access to meeting rooms, reception staff, CCTV, alarm systems are all included in the cost of the rent – so if you compare it with other offices, you need to take these into account.

We have also included some sample prices so you can get an idea of how much different sizes of office cost. Charges are subject to VAT at 17.5%

Office size (people)

Per month 

Per year

Small (1 -3)


£515


£6,180

Medium (4 -7)


£1317


£15,804

Large (8 – 11)


£1975


£23,700

With regards to business rates, please contact us when you have a specific office in mind, and we can give you an estimated cost for that particular office.

HOW DO I RESERVE AN OFFICE SPACE?

Having obtained a quotation, provide us with a deposit of 1 month’s licence fee (not including VAT). This is fully refundable if you change your plans, apart from an administration charge of £150 + VAT.
WHAT SORT OF LEASE OR LICENCE WILL I BE EXPECTED TO SIGN?

We try and keep these simple and easy to understand so you don’t necessarily have to take legal advice.  From our experience, we know that the liability of taking on a ‘normal’ commercial lease can be very high. Signing an obligation to pay rent for between 5 and 15 years is quite a commitment especially when you get into upward-only rent reviews.  

Our approach is to reduce the bureaucracy whilst giving you adequate security. With a 1-year occupational licence, you can give us just 1 month’s notice. 

WHAT OTHER SERVICES WILL BE AVAILABLE AT ROUND FOUNDRY?

· Broadband Internet access and other IT services (see information sheets for details and costs)

· IT technical support

· Digital & analogue telephony ( see information sheet for details and costs)

· Telephone answering services

· Meeting rooms, hire of AV facilities

· ISDN 2

· Cleaning services

· Mail franking, photocopying, bureau services

· Meeting and seminar rooms with wireless internet access

· Chill-out areas, kitchenette facilities, shower and internet terminals

· Public display screens (LCD Screens)

· Networking events

· Access to business support or signposting to key agencies if required

WHEN CAN I HAVE A LOOK AROUND?

Simply contact Round Foundry Media Centre on 0113 394 4500 or email info@roundfoundry.net to arrange a tour.

USEFUL WEB SITES

www.roundfoundry.net
www.creativespaceman.com
1st Resource Answer Service

Who are 1ST Resource Answer?

1ST Resource Answer is a virtual dedicated team of professionals, trained to the highest level in Customer Service providing a prompt, courteous and professional service for business needs. Using the latest ISDN technology coupled with Computer Telephony Integration, they receive calls for a wide range of people who are as dedicated to their business as you are.   

How does it work?

· You confirm that you would like the service 

· We allocate to you a dedicated number 

· We sign you up there and then, you go live immediately.

· Using call diversion on your telephone key pad, followed by your allocated number you transfer your calls through to our team for as long as you require, whenever you require.

· Your customers will never get a busy tone and you need never miss another call.

We do the rest !

Your customers dial into your number, a screen containing all of your company information will appear on our terminals.

One of our team will pick up the call, answering in your company name; your callers will believe that they are talking to a member of your well trained staff.

Message forwarding ……………

Sms, text, emailed, faxed or patched to you wherever you are in the world, giving the caller the impression that you are in the office.

Does my business need this Service?

Only you can answer that, but the facts are that most companies small or large will tell you that the telephone is their strongest and most used business asset.  Customers view an answering machine as unprofessional and in 75% of cases, on receiving a machine response, will hang up.
REMEMBER using our multi line system, this will open up your incoming line capacity tenfold, your callers will never receive a busy tone.

What Virtual Service do we offer?

· Personalised telephone answering in your company’s name

· Over flow calls and emergency call outs

· Choice of 600 mailing addresses in the UK

· Online message and incoming call management

· Call forwarding and Re-directing

· Faxes, email & SMS forwarding

· Courier Services

· PA support

· Photocopying/Printing/Typing/Payroll & Bookkeeping/Filing etc
· Recruitment

· Taxi/Transport/ Hotel booking

· Stationery Order
· Virtual Diary Management
· PA escort to meetings.
VIRTUAL OFFICE ADMINISTRATION COST 2007

Price and feature list (all prices exclude vat)

Set up Fee





Nil

Connection Fee




Nil

Monthly virtual service subscription 


£49.95

First 40 calls monthly




FREE

Thereafter





0.85p each

Cost per outgoing call




£1.20each

Patched Call connection



£0.50peach

First 30 call report faxes
                              
FREE




Thereafter                                                     

0.50p each


SMS messages




0.50p each

Unlimited email messages



£15.00 per month

Monthly Single standard voicemail box

£10.00 


Administration




£20 per hour

Documents, Data entry, Audio typing,

Filing, bookkeeping, sorting receipts etc


Diary Management




FREE

Postage

Post will be sent at normal Royal Mail rates with 15% handling fee.

· Patched call charge are at 0.14p per minute local, 0.24p per minute national, 0.48p per minute cellular.

· ** calls charged at standard rate

PAY AS YOU GO VIRTUAL OFFICE PRICING
Yearly Subscription of £50.00 (no monthly fees or minimum spend)

Incoming calls





£1.80 per call
Outgoing calls





£1.80 per call

International call outs




£3.80 per call

International transfer




£1.80 per call

Immediate text/fax email



FREE

Daily fax/email summary



FREE

Monthly Single standard voicemail box

£10.00 


Administration




£20 per hour

Documents, Data entry, Audio typing,

Filing, bookkeeping, sorting receipts etc


Diary Management




FREE

Postage

Post will be sent at normal Royal Mail rates with 15% handling fee.

ROUND FOUNDRY MEDIA CENTRE
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