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 Preface




	
	‘They always say time changes things, but you actually have to change them yourself.’
	 




	 
	ANDY WARHOL
	






You are standing in the bookshop with this manual in your hand. You
are going back to your job in an office, a school or a shop after a holiday
and you just can’t face it. You don’t like your boss, your head teacher or
your manager, and you are fed up with the journey to work, the long
hours and being told what to do. You are not sure what you want to do,
but you do know that you want a change of lifestyle.



You have picked up the very book that is going to help you achieve this.



The aim of this publication is to encourage and enthuse people who are
seeking a flexible lifestyle, which will allow them greater freedom while
still earning a living. If you are one of those people who have not had the
courage to take the first step towards a better way of life, this book is that
first step. Buy this book now so that you can change your lifestyle when
the time is right for you.



Starting a new business venture can be disconcerting if you have not
been in business before. Our manual, built up over many years of our
own experience, is highly practical and should reassure you that no
aspect of the business is half understood or half explained. It eliminates
the trial-and-error period, the money wasted on unworkable ideas and
puts you straight onto the first step of a successful business career.



While most books are general guides, this is a straightforward and easyto-
follow manual covering every aspect from how to begin to how to
achieve success running your own tutoring agency. You could, in fact,
buy this book on Friday, read it over the weekend and start your own
business on Monday. Its unique, proven successful formula combines
the blueprint for a flourishing business with an individual and caring
service. It is a rare find.




 Part 1

 THE MANUAL



1

 WHY A TUTORING AGENCY?




	
	‘Education is the most powerful weapon which you can use to change the world.’
	



	 
	NELSON MANDELA
	 







There are many reasons why a tutoring agency is an excellent choice of
business venture and has a wide appeal.




EDUCATION IS ALWAYS TOPICAL



Education is a constant in our lives. Every parent worries about their
child’s education and there is an ever increasing need for better
qualifications in a highly competitive world. More and more parents are
turning to professional tutoring agents to find the help needed for their
children in an education system that does not always provide enough
support for children’s differing needs. A tutoring agency provides a
valuable and much-appreciated service.




AN INTERESTING BUSINESS



You will find that running a tutoring agency is fun, exciting and that
every day is different. During the course of any one day you may be
dealing with tutors, clients, advertising departments, accountants or
schools. It is very satisfying when your advertising campaign has
exceeded expectation and you have recruited excellent new tutors, when
the business is busy and you are taking lots of bookings, and when
tuition has been successful and you get positive feedback from clients.
You have the opportunity to help a wide range of people: the A-level
student needing reassurance, the worried parent whose child has had a
poor end of term report and the new tutors who need the confidence you
will give them to take on their first client.




BEING YOUR OWN BOSS



You have reached the stage in your life when you want to be your own
boss and make choices about the way in which you work. Choosing to
start your own tutoring agency will radically alter and enhance your
lifestyle because you can make it fit around family or other work
commitments, leisure pursuits and holidays. Whether you choose to run
your agency full time or part time, your working timetable will be
flexible. You have complete control over when you do your work. For
example, you may do a little paperwork each evening, or you may prefer
to do it all in one go once a week. You will not be committed to sitting
by the telephone all day because a good answering system will ensure
that you do not miss any calls from clients or tutors. Your business is
portable. Even when you are away from home you may wish to take the
business with you. You can do this by transferring calls to your mobile
or to a local landline and by taking with you a laptop or the subjects list
(see Chapter 3, Figure 11). On a sunny day you can work from the
bottom of your garden!




WORKING FROM HOME



You will find that setting up your tutoring agency in your own home
saves you the time and energy of looking for business premises. It also
frees you from the huge financial burden of buying or renting a
property, paying business rates, utility bills, solicitors’ fees and
purchasing furniture and equipment for these premises. In fact, the
only initial outlay is the cost of your advertising.
In addition, a fair proportion of the total overheads of your home
(telephone bill, heating bill, wear and tear) can be offset against your tax
bill. The fact that you are running your business from home will not
affect your community charge bill as long as no room in your home is
used purely for business purposes.




A GOOD INCOME



You can make a good income from your tutoring business. It is one of
the very few businesses in which there will be an immediate financial
return. If you start your agency on 1 May, money will start coming in by
1 June. Realistically, any business takes one year to become well
established and to build a good reputation. You may decide from the
outset to put all your energy into setting up your business, making it
your sole source of income. Alternatively, you can run it alongside your
existing job as a second income.




NO TRAINING REQUIRED



You can do it! This is not a business for which you need vast amounts of
training. It is a business which is suitable for anyone who is interested
in education and is familiar with the education system. You will need a
sense of humour, patience, good organisational and communication
skills and the ability to deal sensitively with the public. You can run the
agency on your own or with a business partner.




WHAT’S IN A NAME?



Now you have decided that a tutoring agency is exactly what you are
looking for, you need to choose a name for your business. Take your
time over this, because it will be too costly to change once your
advertising campaign is underway and your stationery is printed. A
good name, short and memorable, must tell clients what sort of business
you are. Bear in mind that you are an educational enterprise and while a
gimmicky name such as ‘Education is us’, or ‘Teach’m rite’ might seem
fun, this would not be in keeping with the image you wish to project.




THE RIGHT CATCHMENT AREA



You need to give careful consideration to the catchment area which your
tutoring agency will serve.



You do not need to limit this to the precise area in which you live. If you
live in a quiet rural area, you can set up your agency to operate in the
nearest large town. Do not be too ambitious initially with the size of
area you choose, you can always extend it later when you have more
experience. Ideally, your agency should service a densely populated area
where there are many primary and secondary schools.



Once you have selected your area, familiarise yourself with the local
schools. It will be useful for you to know the names of all the schools in
the area, their size, entrance requirements and their academic level.
This information is easily accessible from the local education authority
website or at any local library.



It would be useful to know the local geographical area in
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