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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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In House Support
·         A key to your own furnished office with a PC and telephone included (Broadband and    

        telephone line charged separately)
·         Unlimited access to the Excellence in Enterprise training programme
·         Free one to one sessions with the Incubator Manager Jennie Williams

·         Support from a Business Administrator
·         Free support from Asif, our strategic Sales ‘Manager’
·         Free mentor support with David Winterburn from Harrison Winterburn & Associates

·         Free Support from Unit Fellows, our team of experienced business people

·         The use of the reception service during core business hours
·         The use of a telephone answering service during core business hours

·         Access to IT technical support via helpdesk (subject to availability)
·         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
·         Assistance with an Exit Strategy and Growth Plan
·         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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Leases are for one year initially. Businesses can apply for a second year in the Unit and may be allowed to stay if it is felt this would support the development of the business.
Year 1 Prices (In House)
	 Month
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	1 Person Business      (Total £1,275)
	    £50
	£50
	£50
	£75
	£75
	£75
	£125
	£125
	£125
	£175
	£175
	£175

	2 Person Business
(Total £1,575)
	£75
	£75
	£75
	£100
	£100
	£100
	£150
	£150
	£150
	£200
	£200
	£200

	3 Person Business
(Total £1,875)
	£100
	£100
	£100
	£125
	£125
	£125
	£175
	£175
	£175
	£225
	£225
	£225

	Pods 19&20
(Total £3,450)
	£200
	£200
	£200
	£250
	£250
	£250
	£325
	£325
	£325
	£375
	£375
	£375


Year 2 Prices (In House)

	 Month
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	1 Person  Business      (Total £3, 750)
	  £200
	£200
	£200
	£275
	£275
	£275
	£350
	£350
	£350
	£425
	£425
	£425

	2 Person Business
(Total £5, 400)
	£300
	£300
	£300
	£400
	£400
	£400
	£500
	£500
	£500
	£600
	£600
	£600

	3 Person Business
(Total £6, 300)
	£375
	£375
	£375
	£475
	£475
	£475
	£575
	£575
	£575
	£675
	£675
	£675

	Pods 19&20
(Total £7, 800)
	£500
	£500
	£500
	£600
	£600
	£600
	£700
	£700
	£700
	£800
	£800
	£800


· Broadband (per month): £15: Year 1 & 2
· Phone line rental (per month): £12 & calls: Year 1 & 2
· Charges will apply for photocopying and any additional services
· Please note that three and four person spaces are subject to availability
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Useful Contacts

                                                                                Ext.

Reception                                                               2399

Helpdesk                                                                2246

Security                                                                  2215

Incubator Manager                      


     2250                      

Business Support


                       2252                              

Add a prefix of 216 to dial in from an external line
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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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Systems Information Overview

· For log in I D’s and photocopier codes please ask Business Support for assistance. 
· If you are experiencing difficulty using your PC or any other equipment please contact the helpdesk.
· There is a 3 day service level to get websites and email addresses up and running to your pod.
· If you require any email marketing to be done, there are restrictions to the college, so this type of work will need to be done by an external agency.
· You will be responsible for replacing the toner in your printer. These are available from The Unit. Please ask Business Support for replacements.
Below you will find an overview of the computer services on offer:
User Accounts and User spaces:
What do I get?

Each Unit is provided with one user account (a.user). The username will be hosted by Park Lane College free of charge. 

What about additional users?

Any additional user accounts may incur a cost, as such we advise you speak to theUnit administration team to confirm pricing and lead times.

Where should I store my work?

Your work should be stored in the F:\ drive. This area is backed up every evening and is secure.

Does my userspace have any limits?
The userspace has a Quota of 100mb; this limit can be increased to a maximum of 350mb. If you have any concerns with regards your Quota, please approach theUnit administration team. Please note: You will be unable to store MP3/WMA and EXE files within you userspace.

What do I do if I forget my password or lockout my account?
If you forget your password you should contact theUnit administration team. If you lockout your account you should wait 15 minutes and try again. If you still cannot login, please contact theUnit administration team.
What happens to the userspace when I leave?

The userspace will be made available on DVD once your stay within theUnit is complete. 
Access to the Internet:
What do I get?

Each Unit is provided with access to the internet. The access is content filtered and monitored. If you require internet services to be re-configured please contact theUnit administration team.

Wireless Internet Access:
What do I get?

Each Unit is provided with wireless access to the internet. The access is content filtered and monitored. Please contact theUnit administration team for a user account and details of how you connect.
	


Managed Desktop Service:








Currently theUnit is offered a managed network with managed desktop computer, printer and telephone.

The benefits of this solution are:

· Use of college resources

· User and shared area which is backed up

· Internet access with firewall and content filtering

· Daily updates to anti-virus software

· theUnit e-mail account

· Installation of users own licensed software by college technician

· Hardware support by college technician

· Monochrome Printer

· Access to users own POP3 e-mail if theUnit e-mail is not required

· Access to Colour printing facilities

· Wireless internet access

Some disadvantages

· Content filtering may not be appropriate to the business needs of the user

· Wireless devices can only access the internet

· Wireless devices cannot access user and shared areas

Unmanaged Network Only:








We will continue to supply a telephone and monochrome printer.

The benefits of this solution are:

· Internet access with incoming firewall, all outgoing ports open 

· No content filtering

· Users can have their own workgroup network to share data, printers and other resources

· Wireless devices will be able to share data connections with other computers in the workgroup

· Access to users own POP3 e-mail

· Users can supply their own computers

· If a college computer is to be used on the unmanaged network users will be given a standard user/non administrative account on that computer. Software installations would be performed by the helpdesk and/or technician team. If a college computer is used Windows XP SP2, Office 2003 and McAfee AV will be provided

Some disadvantages:

· Users are responsible for maintaining their own computers

· Users are responsible for maintaining their own antivirus software and installing their own software

· No direct access to college colour printing facilities

· No user data is backed up by the college

· Web/FTP and domain name services can be supplied by theUnit
 Connecting to theunit (unmanaged) 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.
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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
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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. 
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Voice Mail User Guide

TO ACCESS THE VOICE MAIL:                                                                                                                                         Internally: Dial ## or   2230                                                                                                                                      Externally: Dial 0113 2162230 and then # or * to identify yourself as a mailbox user. 

Enter your password – if you have not set up your voice mail the password assigned to you is the same as your 4 digit extension number. The recommended default password is 2580. This is an intelligent voice mail system and will not allow you to enter an obvious sequence of digits re 2222!

Listen to your tutorial!

TO RE-RECORD YOUR VOICE MAIL GREETING:

Press 4 for personal options.

Press 3 for greetings.

Press 1 for personal greetings.

Press 2 for personal greeting (recording your own).

Press 1 to select an Away Greeting (standard) or 2 to select an alternative greeting for when you are busy.

TO CHANGE YOUR PASSWORD:

Press 4 for personal options.

Press 2 for administrative options.

Press 1 to establish or change passwords.

Press 1 to change your personal password.

Enter new password and press #.

When a message has been left the bar beside your mail key will flash and the message waiting light will turn on.

The voice mail system will tell you how many new messages you have and will begin playing them without a prompt.

While listening to voice mails the following options can be applied:

Skip: #

Cancel: *

Go back to the start: 1

Pause/Restart: 2

Fast forward to the end: 3

When a message has been listened to the following options can be applied:

To replay press 4.

To get the time and date message received press 5.

To copy the message to another mailbox on the system press 6.

To ERASE the message press 7.

To reply to the message (only available if from another internal user) press 

8.

To save the message press 9.

IF YOU DO NOT SAVE OR DELETE YOUR MESSAGE THE INDICATOR LIGHT WILL NOT FULLY CLEAR.

When you access your voice mail & you wish to listen to skipped or saved messages press 1.

To use your voice mail to send a message directly to someone else press 2.
A detailed crib sheet with all available options and play back controls is provided overleaf.
PLEASE NOTE THAT AFTER OFFICE HOURS YOUR TELEPHONE SHOULD BE FORWARDED TO VOICEMAIL IF YOU ARE NOT AT YOUR DESK, AS THE BUSINESS SUPPORT PHONES CANNOT RECORD MESSAGES FOR YOU.

DURING OFFICE HOURS, BUSINESS SUPPORT WILL ANSWER YOUR PHONE WITHIN SIX RINGS IF YOU DO NOT ANSWER IT. YOU MAY ALSO DIVERT TO VOICEMAIL DURING THIS TIME IF YOU WOULD PREFER.
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Alcatel IP Touch 4018 Handset

For Customer Services/Technical Support telephone 0870 055 6900

Making Internal Calls

Dial the extension number required.  

Making External Calls

Dial 9 and then the telephone number required. 

Answering Call (Internal & External)

Lift the handset

An internal call will be 1 long ring. An external call will be 2 short rings.

The display will tell you the name of the internal caller or will show the external number calling you.  If the 

display shows **** or simply says external the caller has withheld their number.

To set a call back (internal calls only)

On hearing the ringing or busy tone, press 5 followed by disconnect.

If the user is busy, when their extension becomes free your phone will ring, when you lift your receiver the 

called extension will ring immediately.

If the user is free your call back will appear as a call back message asking them to call you. 

To leave a message directly in a users mailbox

If the user has voicemail you can dial 7 to force the voice mail to answer.

To transfer a call

Dial the extension number required or external number prefixed with a 9 (announce the call if applicable).  To 

transfer the call simply replace the handset or press the Disconnect key.

NB External transfer is only possible if the facility has been authorised on your extension.

To broker (toggle between two calls) dial 1.

To cancel the transfer

If there is no answer, or the extension user does not wish to take the call, press your Enquiry key or dial 2.  

This reconnects you to the external caller.

To hold a call

Press the Line key and the solid green light will be replaced by a flashing green light.  

To regain a held call

Press the relevant Line key where your caller is holding (flashing green light). 

To re-dial the last external number dialled

Press the Redial key or dial *70.  To scroll through the last 10 numbers dialled, hold the redial key for 2 

seconds then use the up/down navigation keys to scroll the entries.  Press OK to call the number displayed.

To send MF touch tones – DTMF (needed when dialling into external voicemail or auto attendant 

system)

Whilst connected to the call press the DTMF key or dial #4.  You can now follow the voice prompts by pressing 

the requested digits on your keypad.

Audio Keys

Loudspeaker key

Mute key

Volume Control

Up/Down Navigation Key

OK key – to validate your 

choice

Back/Exit key

Navigation Keys

Message Key

Redial Key

Disconnect Key

Function Keys

Phonebook Key

Guide Key


PAGE  
16

[image: image17.png]


