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The qualification

2

Introduction National Occupational Standards (NOS)

The VTCT Level 2 Certificate in Preparing to 
Set Up a New Business is a qualification that 
has been specifically designed for all vocational 
areas of study including; hairdressing and 
barbering, beauty therapy, complementary 
therapies, sport and active leisure and 
hospitality and catering.

This qualification is made up of seven 
mandatory units that would be relevant to you 
when starting up a new business. They include; 
an understanding of the type of challenges 
and risks that you may face, personal qualities 
and abilities, planning, building relationships, 
marketing and selling, negotiating deals and the 
all important business finance.

This qualification has been mapped to 
the relevant NOS, and is regulated on the 
Regulated Qualifications Framework (RQF). 

This qualification is approved and supported by 
SFEDI, the standard setting body for business 
enterprise and business support.

Prerequisites

There are no formal prerequisite qualifications 
that you must have prior to undertaking this 
qualification. 

Your centre will have ensured that you have 
the required knowledge, understanding and 
skills to enrol and successfully achieve this              
qualification.



333

Progression

3

On completion of this qualification you may 
choose to undertake further study; qualifications 
you could progress to include:
• VTCT Level 3 Award in Features of 

Preparing to Set Up a New Business 
• VTCT Level 3 Certificate in Preparing to Set 

Up a New Business 

Alternatively, you may wish to seek employment 
in your chosen career path.
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Qualification structure

Mandatory units -    14 credits
VTCT unit 
code

Ofqual unit 
reference Unit title Credit value GLH

UV21314 F/503/2966 Understanding the challenges and risks of 
starting a new business 2 16

UV21315 D/503/2960 Personal skills and abilities to start a 
business 2 16

UV21316 K/503/2962 Understand how to plan for a new 
business 2 16

UV21317 M/503/2963 Understanding business relationships in a 
new business 2 16

UV21318 H/503/2961 Principles of marketing and selling in a 
new business 2 16

UV21319 T/503/2964 Understanding finance in a business 
context 2 16

UV21320 A/503/2965 Understanding negotiation of deals in a 
new business 2 16

Total credits required - 14

4

All mandatory units must be completed.
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Guidance on assessment

External assessment  
(any requirements will be shown in the unit)

Externally assessed question papers 
completed electronically will be set and marked 
by VTCT. 

Externally assessed hard-copy question papers 
will be set by VTCT, marked by centre staff and 
sampled by VTCT external quality assurers. 

This book contains the mandatory units that make up this qualification. Optional units will be 
provided in additional booklets (if applicable). Where indicated, VTCT will provide assessment 
materials. Assessments may be internal or external. The method of assessment is indicated in 
each unit.

Internal assessment  
(any requirements will be shown in the unit)

Assessment is set, marked and internally 
quality assured by the centre to clearly 
demonstrate achievement of the learning 
outcomes. Assessment is sampled by VTCT 
external quality assurers.

Assessment explained

5

VTCT qualifications are assessed and verified 
by centre staff. Work will be set to improve your 
practical skills, knowledge and understanding.  
For practical elements, you will be observed 
by your assessor. All your work must be 
collected in a portfolio of evidence and cross-
referenced to requirements listed in this record 
of assessment book. 

Your centre will have an internal quality assurer 
whose role is to check that your assessment 
and evidence is valid and reliable and meets 
VTCT and regulatory requirements.

An external quality assurer, appointed by 
VTCT, will visit your centre to sample and 
quality-check assessments, the internal quality 
assurance process and the evidence gathered. 
You may be asked to attend on a different day 
from usual if requested by the external quality 
assurer

This record of assessment book is your 
property and must be in your possession when 
you are being assessed or quality assured. It 
must be kept safe. In some cases your centre 
will be required to keep it in a secure place. 
You and your course assessor will together 
complete this book to show achievement of all 
learning outcomes, assessment criteria and 
ranges.  
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Creating a portfolio of evidence

As part of this qualification you are required to 
produce a portfolio of evidence. A portfolio will 
confirm the knowledge, understanding and skills 
that you have learnt. It may be in electronic or 
paper format. 

Your assessor will provide guidance on how to 
prepare the portfolio of evidence and how to 
show practical achievement, and understanding 
of the knowledge required to successfully 
complete this qualification. It is this booklet 
along with the portfolio of evidence that will 
serve as the prime source of evidence for this 
qualification.

Evidence in the portfolio may take the following 
forms:

• Observed work
• Witness statements
• Audio-visual media 
• Evidence of prior learning or attainment
• Written questions
• Oral questions
• Assignments
• Case studies

All evidence should be documented in the 
portfolio and cross referenced to unit outcomes. 
Constructing the portfolio of evidence should not 
be left to the end of the course. 

6



777

Unit assessment methods

This section provides an overview of the assessment methods that make up each unit in this 
qualification. Detailed information on assessment is provided in each unit.

Mandatory units 
External Internal

VTCT unit 
code Unit title Question 

paper(s) Observation(s) Portfolio of 
evidence

UV21314 Understanding the challenges and 
risks of starting a new business 0 û 

UV21315 Personal skills and abilities to start 
a business 0 û 

UV21316 Understand how to plan for a new 
business 0 û 

UV21317 Understanding business 
relationships in a new business 0 û 

UV21318 Principles of marketing and selling 
in a new business 0 û 

UV21319 Understanding finance in a 
business context 0 û 

UV21320 Understanding negotiation of deals 
in a new business 0 û 

7



Unit glossary

8

Description

VTCT product 
code

All units are allocated a unique VTCT product code for identification purposes. 
This code should be quoted in all queries and correspondence to VTCT. 

Unit title The title clearly indicates the focus of the unit.

National 
Occupational 
Standards 
(NOS)

NOS describe the skills, knowledge and understanding needed to undertake a 
particular task or job to a nationally recognised level of competence.

Level
Level is an indication of the demand of the learning experience; the depth 
and/or complexity of achievement and independence in achieving the 
learning outcomes. 

Credit value
This is the number of credits awarded upon successful achievement of all unit 
outcomes. Credit is a numerical value that represents a means of recognising, 
measuring, valuing and comparing achievement.

Guided 
learning hours 
(GLH)

The activity of a learner in being taught or instructed by - or otherwise 
participating in education or training under the immediate guidance or supervision 
of - a lecturer, supervisor, tutor or other appropriate provider of education or 
training.

Total 
qualification 
time (TQT)

The number of hours an awarding organisation has assigned to a qualification for 
Guided Learning and an estimate of the number of hours a learner will reasonably be 
likely to spend in preparation, study, or any other form of participation in education or 
training. This includes assessment, which takes place as directed - but, unilke Guided 
Learning, not under the immediate guidance or supervision of - a lecturer, supervisor, 
tutor or other appropriate provider of education or training.

Observations This indicates the minimum number of competent observations, per outcome, 
required to achieve the unit.

Learning 
outcomes

The learning outcomes are the most important component of the unit; they set 
out what is expected in terms of knowing, understanding and practical 
ability as a result of the learning process. Learning outcomes are the results 
of learning.

Evidence 
requirements This section provides guidelines on how evidence must be gathered. 

Observation 
outcome

An observation outcome details the tasks that must be practically 
demonstrated to achieve the unit. 

Knowledge 
outcome

A knowledge outcome details the theoretical requirements of a unit that must 
be evidenced through oral questioning, a mandatory written question paper, a 
portfolio of evidence or other forms of evidence.

Assessment 
criteria

Assessment criteria set out what is required, in terms of achievement, to meet 
a learning outcome. The assessment criteria and learning outcomes are the 
components that inform the learning and assessment that should take place. 
Assessment criteria define the standard expected to meet learning outcomes.

Range The range indicates what must be covered. Ranges must be practically 
demonstrated in parallel with the unit’s observation outcomes. 



UV21314
Understanding the challenges 
and risks of starting a new 
business

The aim of this unit is to develop your knowledge and 
understanding of the challenges and risks of starting up 
a new business. You will know why vision and values are 
important to the success of a new business and be able to 
describe what success may look like.

UV21314_v5



GLH

Credit value

Level 

Observation(s)

External paper(s)

16

2

2

0

0



On completion of this unit you will:

Learning outcomes Evidence requirements

Understanding the challenges 
and risks of starting a new 
business

1. Know why vision and values are important 
to a new business

2. Understand the potential opportunities and 
risks in a new business

UV21314 11

1. Environment                                         
Assessment must be based on naturally 
occurring evidence or carried out in a 
realistic work environment. 

2. Knowledge outcomes                              
There must be evidence that you possess 
all the knowledge and understanding listed 
in the Knowledge section of this unit. In 
most cases this can be done by professional 
discussion and/or oral questioning. Other 
methods, such as projects, assignments 
and/or reflective accounts may also be used.

3. Tutor/Assessor guidance                          
You will be guided by your tutor/assessor 
on how to achieve learning outcomes in this 
unit. All outcomes must be achieved. 

4. External paper                                          
There is no external paper requirement for 
this unit.



Achieving knowledge outcomes

Developing knowledge

You will be guided by your tutor and assessor 
on the evidence that needs to be produced. 
Your knowledge and understanding will be 
assessed using the assessment methods listed 
below*: 

• Projects
• Observed work
• Witness statements
• Audio-visual media 
• Evidence of prior learning or attainment
• Written questions
• Oral questions
• Assignments
• Case studies
• Professional discussion

When a criterion has been orally questioned 
and achieved, your assessor will record this 
evidence in written form or by other appropriate 
means. There is no need for you to produce 
additional evidence as this criterion has already 
been achieved.

Some knowledge and understanding outcomes 
may require you to show that you know and 
understand how to do something. If you have 
practical evidence from your own work that 
meets knowledge criteria, then there is no 
requirement for you to be questioned again on 
the same topic. 

*This is not an exhaustive list.

UV2131412



Knowledge

Outcome 1 

Know why vision and values are important to a new business

You can: Portfolio reference 

a. Describe what success for a potential business might look like

b. Identify what might be important and of personal value when 
running a business

c. Explain why having a vision and values are important to the 
success of a business

UV21314 13



Outcome 2 

Understand the potential opportunities and risks in a new 
business

You can: Portfolio reference

a. Explain how to identify new business opportunities

b. Describe how to take advantage of a potential new business 
opportunity

c. Identify the potential risks associated with a new business 
opportunity

UV2131414



Outcome 1: Know why vision and values are important to a new business

Unit content

This section provides guidance on the recommended knowledge and skills required to enable you 
to achieve each of the learning outcomes in this unit. Your tutor/assessor will ensure you have the 
opportunity to cover all of the unit content.

UV21314 15

What success for a potential business 
might look like: Expanding market, long 
term potential, targeted market, growing 
market, future potential, potential profits, 
positive market trends, useful and needed 
product/service, steady flow of income, 
solve a problem, proven/successful 
business system, integrated marketing 
tools, automated systems, support 
structure, good reputation. 

Personal – home working, retire early, 
better health, financial security, freedom.

What might be important and of 
personal value when running a 
business: Discipline, integrity, strong work 
ethic, flexibility, reliable, professionalism, 
accountability, honesty, respect. 

Why having vision and values are 
important to the success of a business: 
Business values key to success, energises 
business/individuals/customers/products/
services, promotes inspiration, keeps 
business on track, motivational.

Outcome 2: Understand the potential opportunities and risks in a new 
business

How to identify new business 
opportunities: SWOT analysis, exploit 
opportunities identified, identify threats, 
consider opportunities if threat removed, 
use information plan for growth, current/
long term threats, plan for change, adapt 
business, establish a USP (unique selling 
point), know your customer’s needs, fill a 
gap, introduce new products, alter prices, 
change marketing methods, add value to 
customer experience.

How to take advantage of a potential 
new business opportunity: Most lucrative 
customers, targeted approach, plan action, 
do objectives fit business plan, stay within 
means, identify capabilities, monitor 
competitors, identify untapped areas, 
events/changes trigger product/service, 
look beyond current market (other sectors, 

businesses, countries), fresh approach, 
working partners, joint projects, increase 
bargaining power, negotiate better deals.

Identify the potential risks associated 
with a new business opportunity: 
Operational risk (production, supplier, 
deliver, staff), financial risk (inflation, poor 
cash flow, access to credit), increased 
competition, risk of losing customers, failing 
to attract new ones, economic instability. 



UV2131416

Notes 
Use this area for making notes and drawing diagrams



UV21315
Personal skills and abilities to start 
a business

The aim of this unit is to develop your knowledge and 
understanding of the skills and abilities needed to run a 
business. You will learn how to reflect on the rewards and 
commitments of running your own business and estimate 
the level of income that may be needed to cover your 
personal financial needs.

UV21315_v5
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Level 

Observation(s)

External paper(s)
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2

2

0

0



On completion of this unit you will:

Learning outcomes Evidence requirements

Personal skills and abilities to start 
a business

1. Be able to reflect on own interest in starting 
a business

2. Be able to identify personal development 
needs in relation to running own business

3. Be able to reflect on the rewards and 
commitments of running own business

UV21315 19

1. Environment                                         
Assessment must be based on naturally 
occurring evidence or carried out in a 
realistic work environment. 

2. Knowledge outcomes                              
There must be evidence that you possess 
all the knowledge and understanding listed 
in the Knowledge section of this unit. In 
most cases this can be done by professional 
discussion and/or oral questioning. Other 
methods, such as projects, assignments 
and/or reflective accounts may also be used.

3. Tutor/Assessor guidance                          
You will be guided by your tutor/assessor 
on how to achieve learning outcomes in this 
unit. All outcomes must be achieved. 

4. External paper                                          
There is no external paper requirement for 
this unit.



Achieving knowledge outcomes

Developing knowledge

You will be guided by your tutor and assessor 
on the evidence that needs to be produced. 
Your knowledge and understanding will be 
assessed using the assessment methods listed 
below*: 

• Projects
• Observed work
• Witness statements
• Audio-visual media 
• Evidence of prior learning or attainment
• Written questions
• Oral questions
• Assignments
• Case studies
• Professional discussion

When a criterion has been orally questioned 
and achieved, your assessor will record this 
evidence in written form or by other appropriate 
means. There is no need for you to produce 
additional evidence as this criterion has already 
been achieved.

Some knowledge and understanding outcomes 
may require you to show that you know and 
understand how to do something. If you have 
practical evidence from your own work that 
meets knowledge criteria, then there is no 
requirement for you to be questioned again on 
the same topic. 

*This is not an exhaustive list.

UV2131520



Knowledge

Outcome 1 

Be able to reflect on own interest in starting a business

You can: Portfolio reference 

a. Identify reasons why running a business may be in own interest

b. Identify types of business and business activities that may be most 
appealing

UV21315 21



Outcome 2 

Be able to identify personal development needs in relation to 
running own business

You can: Portfolio reference

a. Identify types of knowledge, skills and qualities that are needed to 
run own business

b. Identify any gaps in own knowledge, skills and qualities for running 
a business

c. Explain the action that could be taken to develop own skills and 
abilities in order to run a business

UV2131522



Outcome 3 

Be able to reflect on the rewards and commitments of running 
own business

You can: Portfolio reference

a. Estimate how much of own time, financial and personal 
commitment could be given to running a business

b. Estimate the level of income from running a business that may be 
needed to cover own personal financial needs

c. Identify the potential rewards and benefits that could be 
experienced from running own business

UV21315 23



Outcome 1: Be able to reflect on own interest in starting a business

Unit content

This section provides guidance on the recommended knowledge and skills required to enable you 
to achieve each of the learning outcomes in this unit. Your tutor/assessor will ensure you have the 
opportunity to cover all of the unit content.

UV2131524

Reasons for running a business: 
Personal (development, circumstance), 
financial (make money), investment, 
economic climate, develop own idea/
product.

Types of business: International, national 
(local), part of the European Union (EU), 
independent, self directed, franchise, 
limited company.

Business activities: 
Setting up – legal requirements 
(insurance, health and safety, Inland 
Revenue, licenses, equality and 
diversity), finance (investment, loan, self-
funded), business plan, premises (lease, 
freehold, tenure), resources (equipment, 
consumables, people), strategy (marketing, 
communication and vision).

Running a business – strategy 
(marketing, communication, vision), audits 
(cash flow, inventory, staff), adhering to all 
legal requirements. 

Most appealing business activities – 
personal involvement, the ability to make 
a decision, bring an idea from conception 
to fruition, personal development, the 
challenge, own boss, flexible working.



Outcome 2: Be able to identify personal development needs in relation to 
running own business

UV21315 25

Types of knowledge, skills and qualities 
that are needed to run own business:
Knowledge needed – past experience, 
good education (professional/academic/
vocational).

Skills needed – practical/technical 
skills for making a product or providing 
a service, creative, good communication 
(verbal, written, listening, body language, 
questioning, networking), reflective, 
organisational, ICT, money management.

Qualities needed – good leader, 
confidence in own abilities, keen to learn, 
organised, enthusiastic, motivated, works 
well with others, unprejudiced, handles 
stress, decision maker, self awareness, 
drive and determination, clear vision or 
goal, strong personal values.   

Identify any gaps in own knowledge, 
skills and qualities for running a 
business: Skills audit, behavioural audit, 
peer review, English, maths, ICT (testing 
and screening), SWOT, skills development 
questionnaire.

Actions that could be taken to develop 
own skills and abilities in order to run a 
business:
Development – mentor, coach, training 
(technical, vocational), education (English, 
maths, ICT), seminars, networking 
meetings.    

Who can assist in developing 
knowledge and skills – mentor, coach, 
accountant, lecturer/trainer, peer, investor.

How to develop own knowledge and 
skills needed to set up a business: 
Training plan, development plan, SMART 
targets, performance reviews. 



Outcome 3: Be able to reflect on the rewards and commitments of running 
own business

UV2131526

How to estimate own time, financial and 
personal commitment given to running 
a business: Time, commitment, financial, 
energy, knowledge, self-reflection, support 
networks.

Levels of income from running a 
business that may be needed to cover 
own personal financial needs: 
Reviewing levels of income needed – 
bank balance, balance sheet, profit and 
loss, annual returns, cash flow.

Profit – surplus of money after 
expenditures have been deducted, gain 
resulting in capital investment. 

Turnover – a measure of activity in terms 
of money transactions, services or product. 

Cash flow – the movement of money in or 
out of a business (operational, financing, 
investment). 

Importance of cash flow – knowing 
when, where, and how your cash needs 
will occur, knowing the best sources for 
meeting additional cash needs, maintaining 
productivity/ operation.     

Positive cash flow – cash inflow exceeds 
outflow. 

Negative cash flow – cash outflow 
exceeds inflow. 

The consequences of poor money 
management – bankruptcy, redundancy, 
inactive business, reactive business 
responses, reduced productivity, failure.

Potential rewards and benefits of 
running own business: Personal 
success, achievement of personal goals, 
bring an idea from conception to fruition, 
personal development, the challenge, own 
boss, flexibly working.



UV21316
Understand how to plan for a 
new business

The aim of this unit is to develop your knowledge and 
understanding required for planning a new business. You 
will learn the steps and purpose of a business plan and the 
importance of obtaining information, help and advice when 
planning a business.

UV21316_v5
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2

0
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On completion of this unit you will:

Learning outcomes Evidence requirements

Understand how to plan for a 
new business

1. Understand the factors to be considered 
when planning to start a business

2. Know the layout and purpose of a business 
plan

3. Know how to get information, help and 
advice when planning a business 

UV21316 29

1. Environment                                         
Assessment must be based on naturally 
occurring evidence or carried out in a 
realistic work environment.

2. Knowledge outcomes                              
There must be evidence that you possess 
all the knowledge and understanding listed 
in the Knowledge section of this unit. In 
most cases this can be done by professional 
discussion and/or oral questioning. Other 
methods, such as projects, assignments 
and/or reflective accounts may also be used.

3. Tutor/Assessor guidance                          
You will be guided by your tutor/assessor 
on how to achieve learning outcomes in this 
unit. All outcomes must be achieved. 

4. External paper                                          
There is no external paper requirement for 
this unit.



Achieving knowledge outcomes

Developing knowledge

You will be guided by your tutor and assessor 
on the evidence that needs to be produced. 
Your knowledge and understanding will be 
assessed using the assessment methods listed 
below*: 

• Projects
• Observed work
• Witness statements
• Audio-visual media 
• Evidence of prior learning or attainment
• Written questions
• Oral questions
• Assignments
• Case studies
• Professional discussion

When a criterion has been orally questioned 
and achieved, your assessor will record this 
evidence in written form or by other appropriate 
means. There is no need for you to produce 
additional evidence as this criterion has already 
been achieved.

Some knowledge and understanding outcomes 
may require you to show that you know and 
understand how to do something. If you have 
practical evidence from your own work that 
meets knowledge criteria, then there is no 
requirement for you to be questioned again on 
the same topic. 

*This is not an exhaustive list.
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Knowledge

Outcome 1 

Understand the factors to be considered when planning to start 
a business

You can: Portfolio reference 

a. Explain why it is important to identify the intended market for a new 
business

b. Explain why it is important to identify an image for a new business

c. Identify the different internal and external factors that can affect the 
success or failure of a new business

d. Describe the goals that could be set for different parts of a 
business in order to help it succeed

UV21316 31



Outcome 2 

Know the layout and purpose of a business plan

You can: Portfolio reference

a. Identify the content and format that might be used in a business 
plan

b. Describe how the business plan can be used to help a business 
achieve its goals

UV2131632



Outcome 3 

Know how to get information, help and advice when planning a 
business 

You can: Portfolio reference

a. Identify the different types of laws and regulations that can affect a 
new business

b. Explain how to access different types of information, help and 
advice that are relevant to planning a business

c. Describe the types of support that are available for people when 
planning a new business

UV21316 33



Outcome 1: Understand the factors to be considered when planning to start 
a business

Unit content

This section provides guidance on the recommended knowledge and skills required to enable you 
to achieve each of the learning outcomes in this unit. Your tutor/assessor will ensure you have the 
opportunity to cover all of the unit content.

UV2131634

Why it is important to identify the 
intended market for a new business: 
Business success, right product, right 
service, gap in the market, potential 
consumer group.

Why it is important to identify an 
image for a new business: Visual 
representation/reputation of company. 

Ways of developing a business image 
can include – logos, business name, 
branding, USP (unique selling points), 
uniforms, livery, business stationery, 
tag lines, marketing strategy, portfolio of 
services/products, quality, reputation.

The different internal and external 
factors that can affect the success or 
failure of a new business:
Internal factors – staff, premises, 
equipment, production, cash flow, targets, 
quality, planning, strategies.

External factors – competitors, 
suppliers, stakeholders, delivery mode, 
environmental.

Analysis tools – SWOT analysis 
(strengths, weaknesses, opportunities, 
threats), STEEP analysis (social, 
technological, economic, environmental, 
political), business plan, market research.

Describe the goals that could be set for 
different parts of a business in order to 
help it succeed:
Business goals – actions required to 
achieve the business vision.

Characteristics of business goals – 
vision-led, SMART (specific, measurable, 
achievable, relevant, time-bound), short/
long term, operational, financial, team 
orientated, task-orientated.

Examples of business goals – reduce 
costs, increase revenue, develop product/
service portfolio, increase customer 
satisfaction, reduce environmental impact, 
establish local/regional market presence, 
develop/implement efficient systems and 
processes, staff development.

How business goals can affect what a 
business does – focus, structure, quality, 
ethos, satisfaction, time scales, efficiency, 
reputation, growth, success.



Outcome 2: Know the layout and purpose of a business plan

UV21316 35

The content and format that might be 
used in a business plan:
Format – written statement, breakdown of 
content, business goals, achievable plan, 
working document, monitored/updated 
reflecting progress/changes/plans.

Content – executive summary (concept, 
key features, background, track record),  
product/service outline (sector, vision, 
benefits, features, USP, costs), market 
profile (trends, customers, location, 
competitors, market position), marketing/
sales strategy (promotion methods, pricing, 
trading methods), management team 
profile (key skills, experience, professional 
support), operations (premises, production, 
IT, equipment, resources, communications, 
reporting processes, suppliers), financial 
forecasts (cash flow statements, profit 
and loss, targets, investment, funding 
requirements), risk analysis (potential risks 
to components, contingency plans).

How the business plan can be used to 
help a business achieve its goals:
Uses of business plan – communicate 
business model, outline features, 
communication method for internal/
external parties, attract investment, 
measure progress, setting targets, setting 
budgets, develop business format, monitor 
operations, financial structure, plan for the 
future (risks and opportunities).

Using business plan to achieve goals 
– operational structure/efficiency, sales 
targets, financial management, market 
awareness, SWOT, risk management, 
budgeting, funding/investment, contracts.



Outcome 3: Know how to get information, help and advice when planning a 
business 

UV2131636

The different types of laws and 
regulations that can affect a new 
business: 
Employment law – protecting rights of 
employees.

Health and safety at work – employers 
must provide safe premises/machinery to 
work in/with. 

Equal pay – employees (male/female) 
doing equal work, equal value must 
receive same pay.

Sex discrimination – employees cannot 
be sexually discriminated in employment, 
training, recruitment.

Race relations – illegal to discriminate 
against race, ethnic group, colour.

Employment protection – written 
contract of employment (unfair dismissal, 
redundancy pay, service), training, 
recruitment, pay. 

Data protection – customer data is 
protected/handled in line with specified 
standards. 

Consumer protection – ensures 
businesses act fairly towards their 
consumers. 

Sale and supply of goods – goods must 
be satisfactory quality for resale.

Trade description – goods/services must 
perform as advertised.

Consumer credit – protects consumer 
when buying on credit card.

Competition law – ensures fair 
competition takes place in each industry. 

Other factors which can affect a 
new business can include: Company 
formation, legal structure, business 
registration, value added tax, business 
insurance, business licences/permits, 
intellectual property rights, criminal 
records. 

Types of information and support 
available when planning a new 
business: Registering business 
(Companies House - UK), HM Revenue 
and Customs, information rights (ICO 
- UK), insurance providers/brokers, 
mortgage provider/landlord, health and 
safety executive (HSE - UK), protection 
for creation/invention (IPO - UK), business 
link, local council offices (planning, 
licences, environmental matters, 
business rates), Environment Agency, 
food production, animal welfare, solicitor 
(property, contracts, patents), public 
services (Directgov - UK), employment 
disputes (ACAS - UK).



UV21317
Understanding business 
relationships in a new business

The aim of this unit is to develop your knowledge and 
understanding of the importance of building business 
relationships. You will learn how to build positive business 
relationships and identify ways of creating positive 
impressions and the importance of acting honestly.
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On completion of this unit you will:

Learning outcomes Evidence requirements

Understanding business 
relationships in a new business

1. Understand the importance of business 
contacts

2. Understand how to build positive business 
relationships
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1. Environment                                         
Assessment must be based on naturally 
occurring evidence or carried out in a 
realistic work environment.

2. Knowledge outcomes                              
There must be evidence that you possess 
all the knowledge and understanding listed 
in the Knowledge section of this unit. In 
most cases this can be done by professional 
discussion and/or oral questioning. Other 
methods, such as projects, assignments 
and/or reflective accounts may also be used.

3. Tutor/Assessor guidance                          
You will be guided by your tutor/assessor 
on how to achieve learning outcomes in this 
unit. All outcomes must be achieved. 

4. External paper                                          
There is no external paper requirement for 
this unit.



Achieving knowledge outcomes

Developing knowledge

You will be guided by your tutor and assessor 
on the evidence that needs to be produced. 
Your knowledge and understanding will be 
assessed using the assessment methods listed 
below*: 

• Projects
• Observed work
• Witness statements
• Audio-visual media 
• Evidence of prior learning or attainment
• Written questions
• Oral questions
• Assignments
• Case studies
• Professional discussion

When a criterion has been orally questioned 
and achieved, your assessor will record this 
evidence in written form or by other appropriate 
means. There is no need for you to produce 
additional evidence as this criterion has already 
been achieved.

Some knowledge and understanding outcomes 
may require you to show that you know and 
understand how to do something. If you have 
practical evidence from your own work that 
meets knowledge criteria, then there is no 
requirement for you to be questioned again on 
the same topic. 

*This is not an exhaustive list.
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Knowledge

Outcome 1 

Understand the importance of business contacts

You can: Portfolio reference 

a. Describe why it is important for a new business to establish 
business contacts

b. Describe how business contacts may be identified for a new 
business

c. Identify which business contacts are most likely to be of help to a 
new business
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Outcome 2 

Understand how to build positive business relationships

You can: Portfolio reference

a. Identify ways to keep in touch regularly with potential business 
contacts

b. Identify ways of creating positive impressions and building rapport 
when meeting business contacts

c. Explain why it is important to keep commitments and act honestly 
in business relationships

d. Identify ways in which differences between people from various 
cultures or backgrounds can affect business relationships
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Outcome 1: Understand the importance of business contacts

Unit content

This section provides guidance on the recommended knowledge and skills required to enable you 
to achieve each of the learning outcomes in this unit. Your tutor/assessor will ensure you have the 
opportunity to cover all of the unit content.
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The importance of establishing new 
business contacts: Investment, support, 
partnership, growth, experience, diversity, 
networking.

Opportunities to develop business 
relationships: Promotion events, 
industry events, social events, associates, 
membership, social or business networking 
sites, business magazines. 

Types of business contacts: External, 
internal, stakeholders, formal, informal, 
supportive, mentor, coach. 

Why business contacts add value to a 
new business: To increase revenue or add 
‘extra’ to a product, service or to a person 
that benefits the company. 

Types of business contacts that will be 
of most help to a new business: Bank 
manager, suppliers, successful related 
businesses, mentor, coach, business 
person, customers, community worker, 
employees. 



Outcome 2: Understand how to build positive business relationships
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Ways of regularly keeping in touch with 
potential business contacts:
Methods of engagement – network 
meeting, employer events, promotion 
events, focus groups, emails, social or 
business networking sites, phone call, text. 

Methods of ensuring communication 
with business contacts – network 
meetings, chamber of commerce, business 
media networks, business lunches. 

Ways of creating positive impressions 
and building rapport when meeting 
business contacts:
Definition of rapport – a sympathetic or 
harmonious connection.

Body language – reveals feelings 
and meanings to others (conscious, 
unconscious level).

Types of body language – posture, 
smiling, eye contact, mirroring, arms/legs 
crossed, gate, dominating, submissive.

Definition of a positive impression – a 
positive perception to others.

Ways to create a positive impression – 
body language (smile, open conversation), 
dress, image, timekeeping, confidence, 
knowledge.

Definition of integrity – concept of 
consistency of actions, values, methods, 
measures, principals, expectations and 
outcomes. 

Integrity – to act with honesty.

Why it is important to keep 
commitments and act honestly in 
business relationships: Professional 
ethics, code of conduct, accountability, 
behaviour (honest, open, morals, values, 
beliefs), reliability, positive reputation. 

Impact of culture and background on 
building relationships: Discrimination 
(direct/indirect) conflict, communication, 
collaboration, respect, increase target 
market, increase participation, social and 
corporate responsibility, body language.

Methods of reviewing commitments 
with business contacts – focus groups, 
performance reviews, annual target 
reviews (financial, sales, feedback scores, 
website hits). 

Methods of building trust in 
relationships – kite marks, promises, 
trade history, loyalty, reputation, integrity, 
clear vision and mission. 



UV21318
Principles of marketing and 
selling in a new business

The aim of this unit is to develop the knowledge and 
understanding required to market products or services and 
how to plan for selling them. You will learn how to identify 
customer needs and how to set marketing targets for a new 
business.
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On completion of this unit you will:

Learning outcomes Evidence requirements

Principles of marketing and 
selling in a new business

1. Understand how to identify and meet 
customer needs in a new business 

2. Understand how to market products or 
services in a new business

3. Know how to prepare for selling products or 
services
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1. Environment                                         
Assessment must be based on naturally 
occurring evidence or carried out in a 
realistic work environment.

2. Knowledge outcomes                              
There must be evidence that you possess 
all the knowledge and understanding listed 
in the Knowledge section of this unit. In 
most cases this can be done by professional 
discussion and/or oral questioning. Other 
methods, such as projects, assignments 
and/or reflective accounts may also be used.

3. Tutor/Assessor guidance                          
You will be guided by your tutor/assessor 
on how to achieve learning outcomes in this 
unit. All outcomes must be achieved. 

4. External paper                                          
There is no external paper requirement for 
this unit.



Achieving knowledge outcomes

Developing knowledge

You will be guided by your tutor and assessor 
on the evidence that needs to be produced. 
Your knowledge and understanding will be 
assessed using the assessment methods listed 
below*: 

• Projects
• Observed work
• Witness statements
• Audio-visual media 
• Evidence of prior learning or attainment
• Written questions
• Oral questions
• Assignments
• Case studies
• Professional discussion

When a criterion has been orally questioned 
and achieved, your assessor will record this 
evidence in written form or by other appropriate 
means. There is no need for you to produce 
additional evidence as this criterion has already 
been achieved.

Some knowledge and understanding outcomes 
may require you to show that you know and 
understand how to do something. If you have 
practical evidence from your own work that 
meets knowledge criteria, then there is no 
requirement for you to be questioned again on 
the same topic. 

*This is not an exhaustive list.
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Knowledge

Outcome 1 

Understand how to identify and meet customer needs in a new 
business 

You can: Portfolio reference 

a. Explain how to identify customer needs in a new business 

b. Describe ways of identifying the competition

c. Describe how to set business targets to meet the needs of different 
customer target groups

d. Explain why it is important to continually improve business 
products or services
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Outcome 2 

Understand how to market products or services in a new 
business

You can: Portfolio reference

a. Describe how to identify the market for the products or services of 
a new business

b. Describe how to check whether a new business is reaching its 
market

c. Describe how to set marketing targets for a new business

d. Identify what information would be needed to judge the marketing 
performance of a new business
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Outcome 3 

Know how to prepare for selling products or services

You can: Portfolio reference

a. Identify different ways of selling business products or services

b. Describe how to set a sales target for a potential product or 
service, including when, how and where it might be sold

UV21318 51



Outcome 1: Understand how to identify and meet customer needs in a new 
business 

Unit content

This section provides guidance on the recommended knowledge and skills required to enable you 
to achieve each of the learning outcomes in this unit. Your tutor/assessor will ensure you have the 
opportunity to cover all of the unit content.
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How to identify customer needs 
for a new business: Existing current 
businesses, gap in the market, availability 
of product/services, competitive cost, direct 
customer contact (surveys, direct calling), 
market research.

Ways of identifying the competition: 
Direct contact with customers, competitors’ 
websites, printed information (flyers, 
brochures, trade magazines), internet, 
search engines, Companies House.

How to set business targets to meet 
the needs of different customer target 
groups: Individual sales targets reflecting 
each customer group, short/long term, 
commission rates, realistic, original cost 
and percentage of profit, suppliers ability 
in meeting demands, quantity of sales 
required in time frame, action/practice to be 
applied.

Why it is important to continually 
improve business products or services: 
Business growth, to become industry 
leaders, market place positioning, good 
investment, future investment, stability, job 
security (yourself/employees), profit. 



Outcome 2: Understand how to market products or services in a new 
business
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How to identify the market for the 
products or services of a new business: 
Customer/public demand, currently 
supplied, cost, quality, time frame, quantity.  

How to check whether a new business 
is reaching its market: Level of sales/
demand, quantity of customers available, 
quantity being supplied, market research 
(website hits, cold calling, mystery shopper, 
stay in touch cards/email).  

How to set marketing targets for a 
new business: Make them SMART 
targets (Specific, Measurable, Achievable, 
Relevant, Timely), set marketing budget, 
evaluate regularly (spend per month versus 
new sales), quantity of people/companies 
reached, sales percentage required, costs 
(time or financial), seek professional help 
(accountant).

Information that would be needed 
to judge the marketing performance 
of a new business: Type of marketing 
used (website, social media, advert, 
flier, direct mail), cost vs. revenue, time 
frame, increased revenue, original cost of 
materials/service provided, percentage of 
profit, percentage of repeat business.  

What works – trial and error, increase in 
orders, enquiries, revenue. 



Outcome 3: Know how to prepare for selling products or services
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Different ways of selling business 
products or services: 
Direct – products, services, directly to the 
customer.                                                                                                                                 

Indirect – wholesaler, reseller, business to 
business.                                                                                                                                      

Advertising – offers (introductory offer, 
buy 1 get 1 free, loyalty cards, voucher), 
website, social media, adverts, flier, direct 
mail.

Advantages and disadvantages of 
selling products or services directly and 
indirectly: 
Advantages;
Direct – party plan, one-on-one 
demonstrations, personal contact, internet 
sales, build good relationships with your 
customers, personal touch, use own 
communication skills, product knowledge, 
costing/offers.                                                                                                                                         

Indirect – sale of goods/service by third-
party (partner, affiliate, resellers, specialty 
stores, retailers), needs less sales 
personnel, trial of service/goods, quick, 
lack of commitment, removes personal 
involvement, good advertising reduces the 
need for sales staff.

Disadvantages;
Direct – time needed with each customer, 
will only deal with you, difficult to increase 
costs, resistant to change, difficult to 
please.

Indirect – reduced control of brand 
message, poorer customer service, difficult 
to manage sales team, product demand 
outpaces ability to hire competent sales 
people, product price too low to justify a 
large sales force, no direct relationship, 

regular market research to stay 
competitive, choose reliable wholesaler/
reseller. 

Advertising – keep catalogue up-to-date, 
cost of printing, discount service/product, 
time to implement.

How to set a sales target for a potential 
product or service: Business targets, 
individual person performance targets, 
short/long term, commission rates, realistic, 
original cost and percentage of profit, 
supplier’s ability in meeting demands, 
quantity of sales required in time frame. 

When – yearly, monthly, weekly, financial 
year, academic year.

How – appraisal, performance related pay, 
commission.

Where – direct/indirect, business location, 
business to business (partner, affiliate, 
resellers, special stores, retailers), internet 
(website, social media, advert), direct mail.



UV21319
Understanding finance in a 
business context

The aim of this unit is to develop the knowledge and 
understanding you require to manage finance in a 
business. You will learn how to identify different types of 
cost and ways of obtaining money needed for a business. 
You will also learn the features and factors of cash flow in a 
business.
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On completion of this unit you will:

Learning outcomes Evidence requirements

Understanding finance in a 
business context

1. Understand ways of financing a new 
business

2. Understand how finance is managed in a 
business context

3. Know how cash flow is managed in a 
business
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1. Environment                                         
Assessment must be based on naturally 
occurring evidence or carried out in a 
realistic work environment.

2. Knowledge outcomes                              
There must be evidence that you possess 
all the knowledge and understanding listed 
in the Knowledge section of this unit. In 
most cases this can be done by professional 
discussion and/or oral questioning. Other 
methods, such as projects, assignments 
and/or reflective accounts may also be used.

3. Tutor/Assessor guidance                          
You will be guided by your tutor/assessor 
on how to achieve learning outcomes in this 
unit. All outcomes must be achieved. 

4. External paper                                          
There is no external paper requirement for 
this unit.



Achieving knowledge outcomes

Developing knowledge

You will be guided by your tutor and assessor 
on the evidence that needs to be produced. 
Your knowledge and understanding will be 
assessed using the assessment methods listed 
below*: 

• Projects
• Observed work
• Witness statements
• Audio-visual media 
• Evidence of prior learning or attainment
• Written questions
• Oral questions
• Assignments
• Case studies
• Professional discussion

When a criterion has been orally questioned 
and achieved, your assessor will record this 
evidence in written form or by other appropriate 
means. There is no need for you to produce 
additional evidence as this criterion has already 
been achieved.

Some knowledge and understanding outcomes 
may require you to show that you know and 
understand how to do something. If you have 
practical evidence from your own work that 
meets knowledge criteria, then there is no 
requirement for you to be questioned again on 
the same topic. 

*This is not an exhaustive list.
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Knowledge

Outcome 1 

Understand ways of financing a new business

You can: Portfolio reference 

a. Identify the different types of costs associated with starting a 
business

b. Describe different ways of obtaining the money needed to start a 
business
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Outcome 2 

Understand how finance is managed in a business context

You can: Portfolio reference

a. Define income, expenditure, turnover and cash flow in a business 
context

b. Explain the difference between ‘gross’ and ‘net’ profit

c. Describe the financial records that should be kept by a business

d. Explain why it is important to keep financial records 
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Outcome 3 

Know how cash flow is managed in a business

You can: Portfolio reference

a. Describe the factors that affect cash flow in a business

b. Identify the features of a cash flow statement for a business

c. Explain how to manage temporary cash shortfalls to avoid longer 
term effects on a business

d. Explain how business cash flow can be monitored
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Outcome 1: Understand ways of financing a new business

Unit content

This section provides guidance on the recommended knowledge and skills required to enable you 
to achieve each of the learning outcomes in this unit. Your tutor/assessor will ensure you have the 
opportunity to cover all of the unit content.
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The different types of costs associated 
with starting a business: Fixed and 
variable.

Definition of fixed costs – business 
expenses not dependent on level of goods/
services produced by business.

Fixed costs – professional fees, 
insurance, capital investment (premises, 
staffing, fixed assets, stock), sales and 
marketing, financial costs (lease, loan, 
mortgage). 
Definition of variable costs – cost of 
labour, changeable overheads, volume 
of production units, General Price Index 
(GPI).

Variable costs – operational activities 
(actual cost of product, shipping of product, 
packaging), cash flow, cash balance, credit 
and debtor agreements. 
Different ways of obtaining the money 
needed to start a business: Grants, 
GILTS (government aid), bank (merchant, 
clearing, retail), self financing, investment 
capital (equity), franchise, partnership, sale 
of assets, overdraft, savings.



Outcome 2: Understand how finance is managed in a business context
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Definition of expenditure: Money paid 
out, amount spent. 

Definition of income: Money/equivalent 
received in exchange for a service/labour/
sale of goods or property, profit from 
financial investments.

Definition of cash flow: The movement of 
money in or out of a business.

Definition of turnover: A measure of 
activity in terms of money, transactions, 
services or products.

The difference between ‘gross’ and ‘net’ 
profit:
Gross profit – sales minus all costs 
directly related to those sales.

Net profit – what remains after subtracting 
all the expenditures.

Types of financial records that should 
be kept by a business:
Financial records – invoices, sales, 
purchases, till receipts, expenses, petty 
cash, bank statements, loan repayment. 

Employee records – pay as you earn 
(PAYE), sickness, statutory sick pay (SSP), 
holiday, national insurance contribution 
(NIC), maternity leave. 

General business records – total capital, 
resources (people, equipment, premises, 
stock), value added tax accounts (VAT). 

Reasons to keep financial records: HM 
Revenue and Customs (HMRC), statutory 
pay, liability, understand the financial 
position of the business (efficient and 
effective), terms of agreement (investment, 
loan, franchise) professional ethics. 



Outcome 3: Know how cash flow is managed in a business
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Factors that affect cash flow in 
business: Overhead expenses, decrease 
in prices, poor customer credit rating, the 
economy. 

Features of a cash flow statement:
Purpose – representation of the 
businesses financial resources and 
obligations. Companies’ ability to remain 
operational or manage risk. 

Statement titles – cash flow statement, 
statement of cash flows, funds flow 
statement.

Types of reporting activities:
Operational – receipt of sales of goods or 
services, interest on loans, payments to 
suppliers, payments to employees, interest 
payments, receipt of sale of leans or debt. 

Financing – dividends paid, sale or 
repurchase of company stocks, net 
borrowings. 

Investment – purchase or sale of assets, 
payments from mergers, dividends 
received, loans made to suppliers or 
customers.

Methods of managing shortfalls in cash 
flow:
Short term (up to 3 years) – overdraft, 
collection of money owed (credit control) 
hold payment (terms of payment).

Medium term (3 to 10 years) – loan.

Long term (over 10 years) – mortgage, 
trading term. 

Methods of monitoring cash flow: 
Balance sheet, profit and loss spreadsheet, 
bank balance, annual account returns, 
receipts, purchase ledger.



UV21320
Understanding negotiation of 
deals in a new business 

The aim of this unit is to develop your knowledge and 
understanding of negotiating deals within a business. You 
will learn the techniques and skills needed for successful 
negotiation and the potential outcomes and consequences 
for a business.
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On completion of this unit you will:

Learning outcomes Evidence requirements

Understanding negotiation of 
deals in a new business 

1. Understand the importance of negotiation in 
a new business

2. Understand how to negotiate deals for a 
business
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1. Environment                                         
Assessment must be based on naturally 
occurring evidence or carried out in a 
realistic work environment. 

2. Knowledge outcomes                              
There must be evidence that you possess 
all the knowledge and understanding listed 
in the Knowledge section of this unit. In 
most cases this can be done by professional 
discussion and/or oral questioning. Other 
methods, such as projects, assignments 
and/or reflective accounts may also be used.

3. Tutor/Assessor guidance                          
You will be guided by your tutor/assessor 
on how to achieve learning outcomes in this 
unit. All outcomes must be achieved. 

4. External paper                                          
There is no external paper requirement for 
this unit.



Achieving knowledge outcomes

Developing knowledge

You will be guided by your tutor and assessor 
on the evidence that needs to be produced. 
Your knowledge and understanding will be 
assessed using the assessment methods listed 
below*: 

• Projects
• Observed work
• Witness statements
• Audio-visual media 
• Evidence of prior learning or attainment
• Written questions
• Oral questions
• Assignments
• Case studies
• Professional discussion

When a criterion has been orally questioned 
and achieved, your assessor will record this 
evidence in written form or by other appropriate 
means. There is no need for you to produce 
additional evidence as this criterion has already 
been achieved.

Some knowledge and understanding outcomes 
may require you to show that you know and 
understand how to do something. If you have 
practical evidence from your own work that 
meets knowledge criteria, then there is no 
requirement for you to be questioned again on 
the same topic. 

*This is not an exhaustive list.
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Knowledge

Outcome 1 

Understand the importance of negotiation in a new business

You can: Portfolio reference 

a. Explain the role of negotiation in a business context

b. Describe who might be involved in negotiations, for example 
suppliers

c. Identify potential risks involved in negotiating deals
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Outcome 2 

Understand how to negotiate deals for a business

You can: Portfolio reference

a. Identify techniques which might be used to negotiate a deal for a 
business

b. Describe the skills needed for successful negotiation

c. Describe the stages in the process of negotiation for a mutually 
beneficial outcome

d. Describe the potential outcomes and consequences of 
negotiations for a business
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Outcome 1: Understand the importance of negotiation in a new business

Unit content

This section provides guidance on the recommended knowledge and skills required to enable you 
to achieve each of the learning outcomes in this unit. Your tutor/assessor will ensure you have the 
opportunity to cover all of the unit content.
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The role of negotiation in a business 
context: Introducing product/service, 
increase turnover, achieve targets, healthy 
growth, discussion/solution, settle disputes.   

Who might be involved in negotiations: 
Shareholders, directors, banks, 
accountants, employees, suppliers, 
wholesalers/resellers, distributors, 
customers.

Potential risks involved in negotiating 
deals: Underestimation of timeframe 
required, inadequate costing, fluctuating 
prices/exchanges, supplier’s ability to 
meet your demands, demands to high, 
competitive/inflexible/conflict/unachievable/
misinformed, constraints of policies/
procedures, loss of existing sales/clients, 
no deal, litigation.



Outcome 2: Understand how to negotiate deals for a business
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Techniques which might be used to 
negotiate a deal for a business:                                                  
Knowledge – your product/service, cost 
involved, achievability, time required, 
your targets, competitors, opponent’s 
background/needs.                                                                                               

Personal – clear communication, 
speaking, active listening, understanding, 
observation, questioning, show respect, 
assertiveness, influencing/persuading, 
patience, confident, passionate, ethics, 
sense of humour. 

Skills needed for successful 
negotiation: Knowledge of product/
service, cost involved, achievability, 
time required, your targets, opponents 
background/needs.                             

Behaviour – good people/communication 
skills, confident, calm, passionate, flexible 
where possible.   

The stages in the process of negotiation 
for a mutually beneficial outcome: 
Fact finding, your position, opponent’s 
position, targets, strategies, bargaining, 
decision making, concessions, reach an 
understanding, agreement, follow-up, 
contract.          

The potential outcomes and 
consequences of negotiations for a 
business:                                      
Outcomes – move negotiation forward, 
good relationships, increased demand/
productivity, cost, cash flow, changes to be 
made targets/staff/product, space increase, 
profit.                                                          

Consequences – underestimation of 
timeframe required, inadequate costings, 
fluctuating prices/exchanges, suppliers 
ability to meet demands, demands too 

high, issues (competitive, inflexible, 
conflict, unachievable, misinformed), 
constraints of policies/procedures, loss of 
existing sales/clients, no deal, litigation. 


