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SECTION ONE – Introduction                                                        
             
General Information 

Purpose of this Guidebook 

This guidebook has been written for persons living with disabilities who are clients 

of Community Futures Development Centres (CFDCs) that are thinking about 

becoming an entrepreneur and applying for assistance through their local CFDC.   

 

It is set up in such a way that it first provides some background information on 

CFDCs and the programs and services they offer. It elaborates specifically on the 

Entrepreneurs with Disabilities loan fund. 

 

The second and third sections offer food for thought in terms of deciding whether 

you have the qualities and skills for being an entrepreneur. These sections also 

cover some information related to workplace accommodations and how to manage 

your disability in relation to your business. 

 

Sections four, five and six guide you through a process of learning about selecting 

a viable business idea, planning the set-up and organization of a business, and 

putting together a complete business plan.  

 

The appendices in the last section offer a variety of information, resources and 

contacts for follow up.   

 

We hope the information in this guidebook will give you a sense of what CFDCs 

can offer you in terms of business development services and financing, as well as 
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assist you in deciding whether or not entrepreneurship really is for you - and if so, 

guide you through the process in putting your business plan together. 

What is a CFDC? 

Community Futures Development Centres are community-based organizations that 

work to further develop the economy in local communities. The Centres strive to 

create: 

• An entrepreneurial climate 

• Key sustainable economic sectors and 

• Thriving businesses 

 

CFDCs are not-for profit organizations governed by local volunteer boards of 

directors representing a broad base of community interests. There are 34 CFDCs 

serving rural communities in British Columbia and 75 in Western Canada.  

 

CFDCs have two fundamental beliefs:  

• Local decision-making and local development are the most effective way for 

communities to shape their future 

• Building entrepreneurial capacity is one of the keys to creating thriving, 

healthy communities 

What programs/services are offered through CFDCs? 

Business start-up and development services are provided through: 

• Business capital and lease financing 

• Start-up training and ongoing mentoring 

• Access to high-tech resources 

• Business library resources  
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Community economic development services include the following: 

• Project management 

• Facilitation 

• Access to funding 

• Partnering with other local groups towards common goals  

What is the Entrepreneurs with Disabilities Program? (EDP) 

In March of 1997, Western Economic Diversification Canada created the 

Entrepreneurs with Disabilities program. The program was established to make it 

easier for entrepreneurs with disabilities to pursue their business goals and to 

contribute to economic growth within their rural communities. 

 

The Entrepreneurs with Disabilities Program is one program in a continuum of 

programs and services offered through the CFDCs.  In order to promote and 

support entrepreneurship as an option for individuals living with disabilities, 

Western Economic Diversification has provided CFDCs with a loan fund 

specifically targeted to entrepreneurs with disabilities. 

 

Individuals who meet the necessary qualifications can apply to their local CFDC 

for financial assistance to start their own business or expand a currently operating 

business.  This assistance is provided in the form of a repayable loan.   

Who is eligible to apply? 

You must live in a rural community in Western Canada, and have a disability that 

impairs your ability to perform at least one of the basic activities of self-

employment or entrepreneurship. Any person living with a physical, 
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developmental, mental health, learning disability, or, chronic health related illness 

that creates barriers to obtaining self-employment is welcome to apply. 

What assistance is offered? 

Generally, CFDCs offer assistance in the following areas. 

Business Development Services 

• Confirm your eligibility to apply to the loan fund 

• Assess the strength of your business idea  

• Provide training in areas such as marketing, bookkeeping and computer 

related skills 

• Suggest research that may help you prepare for self-employment 

• Recommend other resources in the community 

• Provide individualized business development coaching/mentoring 

• Offer access to computer equipment 

• Make available business-related resource materials 

Financing 

Approve qualified applicants for financing in the form of a repayable loan or lease. 

What is the maximum amount I can apply for? 

The maximum amount that individuals are eligible to apply for is $125,000.  

However, the level of funding considered is directly related to such things as the 

number of jobs created in your business, your credit history and what security you 

can provide for the loan.  Often, those just starting out for the first time are 

encouraged to start small and limit the amount of debt incurred during the start up 

phase. 

How much equity is required? 
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Generally, CFDCs do require a 10% investment in the business by the owner. 

How can funds be used? 

The funding can be used to help with start up costs, facility and equipment 

upgrades, technological upgrades, and development of marketing and promotional 

materials, as well as assistance in other business related areas. 

How do I apply for a loan? 

In order to be considered for financing, CFDCs require that you submit a viable 

business plan that includes a complete descriptive overview of the business you 

propose, along with financial projections.  However, prior to submitting a plan, 

CFDC staff can assess your business idea, and recommend/refer you to any further 

training that you may need to be a successful entrepreneur.  They can also offer 

suggestions around what kind of research you may need to do as you develop your 

idea and the written plan.   
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SECTION TWO - Who is an entrepreneur?                           
             
What are the characteristics of an entrepreneur? 

Entrepreneurs have a spirit of adventure. They are very self-aware, driven to learn 

and committed to ongoing personal development.  Self-confidence, self-reliance, 

and self-determination are all necessary characteristics to successful 

entrepreneurial ventures.  Entrepreneurs should possess strong interpersonal skills 

to enable them to gain the trust of others and to sell effectively their products 

and/or service.  Entrepreneurs are goal oriented, innovative, creative and flexible in 

their thinking.  Hard work, tenacity and a positive outlook on life are important 

motivators to the individual.  Always willing to take the initiative, entrepreneurs 

tend to be creative in problem solving.  They not only seek out and use feedback 

provided by colleagues and friends, but also have patience, integrity and respect 

for others.  They also have an ability to relate to, inspire and motivate others 

through their strong leadership skills and an understanding of and commitment to 

diversity. 

 

You may already have many skills, attributes and talents that are necessary to be a 

successful entrepreneur.  You may also want to strengthen those that you feel you 

are weak in, and there may be other skills you know you will never develop.  What 

is important is that you develop a keen sense of self: know your strengths and 

weaknesses, and how you intend to address any weaknesses or lack of skills. 
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What personal entrepreneurship qualities do I have now? 

Ask yourself:   

What happens when I fail?  Am I a positive thinker and can I learn from past 

experiences?           

             

               

Do I like meeting and talking to people?        

              

If people skills are not my strengths, is there a business that I can do that does not 

require me to be interacting that much with people?     

              

Am I willing to seek and take others’ advice?       

              

Do I have the self-discipline to work on my own?       

              

What other characteristics do I have related to entrepreneurship?    
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Is a successful entrepreneur born or made? 
Some entrepreneurial characteristics are reflective of your personality and your 

way of thinking and behaving – in other words you are born with them.  Others are 

definitely learnable, and a few more may be more difficult to achieve, or, in some 

cases, eliminate.  Therefore, while some people may have always had personal 

attributes well suited to entrepreneurship, many others who don’t can learn to be 

entrepreneurs.  Again, this is said with some caution, as not everyone is suited to 

being an entrepreneur.  You must consider carefully all the factors involved, 

including personal suitability, ability and willingness to take risks and learn from 

your mistakes, resources available to you, reasons for wanting to go into business, 

etceteras. 

 

In the next sections, identify which qualities you know you already have to be a 

successful entrepreneur, which ones are you lacking and feel you can learn, and 

which ones you may find difficult to acquire – remember that you may develop 

some over time through experience. 

What personal entrepreneurship qualities can I learn? 

Do you have an aptitude for numbers but haven’t had the opportunity to learn how 

to do financial projections?  Perhaps you are interested in doing market research 

but don’t know where to begin.         
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Is there anyone who should not consider entrepreneurship? 

Some personal characteristics such as vulnerability, lack of interpersonal or social 

skills, unwillingness to learn or to listen to others (such as your business advisors 

for example), impulsivity, uncontrollable bouts of anger and irrational 

perfectionism are problematic and could impact on your ability to own and manage 

a business successfully. Therefore, if you find that you carry a lot of these kinds of 

characteristics with you, you may want to reconsider whether entrepreneurship 

really is for you.  In some cases, you may be able to develop further your 

interpersonal and social skills.  In fact, after getting some honest feedback from an 

objective party, some individuals have taken time out to resolve the problems 

associated with such behaviour prior to going into business.   

 

However, if you don’t see the impact such negative behaviours can have on 

developing a business and you are not able to resolve such issues, the personal and 

financial risks to you and your business are enormous, especially if you have 

borrowed money for start up and just can’t get your business off the ground.  

Entrepreneurship is not for everyone. 

What personal entrepreneurship qualities will I find difficult to acquire?  

Think about those aspects of your personality that may not be suitable to being a 

businessperson and if you can change such undesirable characteristics.  For 

example, do you lack patience?  Are quick tempered?  If so, how will you manage 

your anger so that you don’t drive away potential investors, suppliers and 

customers?            
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Or perhaps you live with a disability that makes it difficult to accomplish certain 

objectives or tasks.  Will you need to make certain accommodations?  If so, how 

will you do this?  In June of 2001, a panel of entrepreneurs living with disabilities 

speaking at a conference on entrepreneurship for people with disabilities were 

asked what was most challenging about managing their own business.  Everyone 

commented that the challenge they continue to face is managing their disability in 

relation to their business.  This is a very important factor to consider before going 

into business.           

             

             

              

How will I compensate for any lack of skills? 

Do you need to find the time and resources to do some personal development? 

Alternatively, do you intend to purchase the skills you don’t have?   

             

             

                

Do you have the resources to do so?          

If not, then what will you do?         

             

             

               

What kind of human resources do I have to support me?     
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What kind of financial resources do I have?       

             

             

              

 

What other resources do I have to draw on?        

             

             

              

 

What other resources do I need?        

             

             

              

 

Where will I get the resources that I don’t currently have?    
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SECTION THREE - Is entrepreneurship for me?                       
              
Why am I interested in being an entrepreneur? 

Determining why you want to be an entrepreneur will lead you into thinking about 

the benefits, risks and challenges involved in starting up and managing a business. 

Consider the following reasons that people often give as motivating factors to 

becoming an entrepreneur.  Check off which ones apply to you, and add others you 

don’t see there.  I want to be my own boss so that I can: 

� Become more independent 

� Set my own hours of work  

� Work from home  

� Do work that I really enjoy 

� Care for my family while I work 

� Have the opportunity to manage a family business  

� Earn enough money to supplement my current income 

� Get off of disability benefits or the pension I am on 

� Make accommodations for my disability 

� Have an opportunity to contribute to society when no one else will give me 

the chance 

� Other reasons:           

            

            

            

            

             



 19

The idea of owning and managing your own business is appealing to many people 

living with disabilities for a number of reasons.  Being an entrepreneur can offer 

you many opportunities to do the following: 

� Define and shape work in the manner that suits you best 

� Build in the accommodations and supports you need in order to participate 

in the labour force and increase your participation in and economic 

contribution to society 

� Determine how many and what hours you will work 

� Decide what tasks you can take on, and what tasks you will need to delegate 

or purchase from others 

� Decide where you will work, whether that be in a home office or another 

location 

  

Often people consider entrepreneurship as a last option when they have been 

unsuccessful in obtaining employment.  However, the risks and benefits of 

becoming self-employed, along with the skills, attributes and resources required to 

be successful in an entrepreneurial venture, must be carefully measured.  Again, 

entrepreneurship is not for everybody.   

 

Review your answers in the preceding sections.  Can you say with objectivity that 

you are suited to being an entrepreneur, and that you are prepared to do the work 

involved in setting up and running a business?  If so, continue reading into the next 

section. 

If not, what are your other options for employment and/or further training?   
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What business skills do I have? 

Communication Skills 

How clearly do I communicate my ideas to others in writing? How clearly do I 

communicate my ideas in spoken words?  Do I need any help in these areas?  If so, 

where would I get such help?         

             

             

              

Interpersonal skills 

Do I enjoy being around people and working with others?  Do I have strong 

customer relations skills? Can I be diplomatic when trying to resolve a conflict? 

Am I able to use tact when giving people feedback? Do I present myself in a 

professional manner?           

             

             

              

Business experience  

What management skills do I have? Do I know what is involved in setting up a 

business?            
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Business Set up 

How well am I able to do in each of the following areas of responsibility?  

� Can I find the most appropriate, affordable location? 

� Am I able to get the licenses and permits that are necessary? 

� Do I know what my options are in terms of choosing the most appropriate 

form of business? 

� Is it possible to arrange the necessary start up financing? 

� Do I know what I will need for my initial inventory? 

� How do I manage money? 

� Do I know how to borrow money and arrange financing? 

� Can I set up and maintain financial records? 

� Do I know how to project and manage cash flow? 

� Am I familiar with handling credit? 

� Have I found out what insurance I need to purchase? 

� Do I know how to report and pay taxes? 

� Can I generate a realistic budget? 

� Can I direct the day-to-day operation of the business? 

� Do I know where to purchase supplies and raw materials? 

� Can I set up and maintain a system to manage inventory? 

� Am I able to fill orders and send them out? 

� Is managing the facilities possible? 

� How do I provide leadership and manage people? 

� Do I know how to recruit, select, and hire the most appropriate staff? 

� Am I able to supervise employees effectively? 

� Can I evaluate and train employees as needed? 

� How do I direct sales and marketing? 



 22

� Am I able to identify different customer needs? 

� Can I develop new product and service ideas? 

� How do I decide upon the most appropriate prices for my products/services? 

� Am I familiar with how to develop promotional strategies? 

� Do I have a way of contacting customers and making sales? 

� Am I confident in making sales? 

 

What sources do I have for acquiring the skills I don’t have?    

             

             

             

             

              

What are the risks that I will face in being an entrepreneur? 

The risks involved in owning and managing a business are many.  For example, 

there is the risk of losing your disability benefits; there is the risk of being able to 

manage your disability in relation to your business.  Sometimes individuals have 

not had the opportunity to gain the business knowledge, skills or experience 

required to manage a business.  Some have never worked, so have never had the 

opportunity to develop a work ethic, be self-disciplined and exude confidence in 

what they can do well.  Therefore, it is important to consider carefully all the 

factors involved in becoming an entrepreneur. Reducing the risks and removing the 

barriers involved in becoming an entrepreneur take determination and tenacity. 

 

If this is the first time you have seriously considered entrepreneurship as an option 

for employment, then it is important to take the time to think about what it is about 
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entrepreneurship that appeals to you.  What motivates you to want to be an 

entrepreneur?  Ask yourself, what are the personal qualities, skills and experiences 

that you have to be an entrepreneur.  Consider what challenges with respect to 

work you have faced—and will continue to face—in relation to managing your 

business on a day-to-day basis. 

 

What are the risks that I will face in being an entrepreneur?    

             

             

             

             

             

             

             

              

 

What are my personal challenges to self-employment?     
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What strategies can I use to deal with some of the risks? 

You know that, because an individual lives with a disability or limitations, it does 

not necessarily mean that accommodations are needed. People who have 

disabilities require none, a few, or several accommodations.  This must be 

considered on a case-by-case basis. Similarly, individuals who have the same 

disability may have different limitations and, as a result, require different supports 

and accommodations. Additionally, whether your condition is progressive or stable 

may change the approach you take to the accommodations you require.  

 

What follows is the Job Accommodation Process as used by the Job 

Accommodation Network.  These materials were prepared by Ryan Kittle, M.S. 

and Tracie Saab, M.S. of CRC. Human Factor Consultants at the Job 

Accommodation Network (9/97.)  They offer a number of questions to ask yourself 

when identifying what limitations or barriers you may be facing to completing 

certain job tasks related to your business.  They also offer suggestions or ideas for 

making accommodations to address these barriers.  Outlined below is a 10-step 

process, followed by detailed explanation of each step and a series of questions to 

ask yourself. 

 

Step 1: Identify the barrier(s) I am facing 

Step 2: Modify the job   

Step 3: Modify the existing facility  

Step 4: Purchase a product or service that will remove the barrier  

Step 5: Use or combine products that are currently available in a different way than 

they are usually used 

Step 6: Modify a product 
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Step 7: Design a new product  

Step 8: Consider alternative placement possibilities   

Step 9: Redefine the situation 

Step 10: maintain accommodations 

Step 1: Identify the barrier I am facing 

Defining the barriers you face to managing a business correctly is the first step of 

the job accommodation process and is critical for successful results. Answering the 

following questions may be helpful when defining the barriers you face to 

participating in the workplace.  

 

What are the specific limitations I am facing that are creating barriers to 

performing certain job tasks? Be specific. Remember that even individuals who 

have the same disability may have different limitations.      

             

              

 

Is my condition progressive or stable? If progressing quickly, this may change your 

accommodation approach to some extent.        

              

 

To what degree do limitations affect my ability to work? For example, are they 

minor limitations that only require some adaptive technology, or are they major 

barriers that I am going to have to look at in terms of restructuring the work I do? 
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What specific job tasks are problematic and what specific equipment if any is 

typically used?            

             

              

 

Do I need to get any medical information documented so that I can get the 

appropriate accommodations I need?         

             

              

Step Two:  Modify the job  

Job modifications can include: 

� Working different hours that suit you best  

� Establishing a flexible work schedule  

� Working at home   

� Sharing or trading job duties with an employee  

Are any of these appropriate for me?        

              

Step Three:  Modify the existing facility  

Modifying the existing facility may include: 

� Installing a fire alarm strobe with a flashing light for someone with no 

hearing  

� Installing a ramp for someone with a mobility impairment to access an area 

where only steps are provided  

� Providing an accessible parking space to someone who easily fatigues  

� Replacing doorknobs with door levers for individuals with limited grasping 

ability 
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� Having a wheelchair accessible washroom with grab bars 

 

Will I need any of these kinds of modifications?       

Step Four:  Purchase a product or service that will remove the barrier  

There are many different products on the market that can be used to accommodate 

individuals who have disabilities. Some products are specifically designed and 

intended to accommodate individuals who have disabilities while others were not 

designed specifically for that purpose, but work nonetheless. It is also important to 

remember that if a product is purchased as an accommodation tool, then additional 

accommodations may also be needed to support that individual in the use of that 

tool.  For example, additional accommodations may include training on use and 

maintenance of the device, and co-worker support just to name a few. If the 

product is to be used with other equipment, compatibility with that equipment must 

be considered.  

Is there any special or adaptive equipment that I need?     

              

 

The purchase of a service may also be a form of accommodation. This may 

include: 

� An interpreter for an individual with a hearing impairment 

� A reader for someone with no vision, or  

� The services of a company that can transfer information from printed text 

into alternative format  

� Will I need any kind of service to accommodate my needs?    
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Step Five:  Use or combine products that are currently available in a 
different way than they are usually used  

This step of the process requires the person seeking accommodation to consider 

using products for purposes in which they were not necessarily intended. For 

example, amplified stethoscopes were designed to assist nurses and doctors in 

noisy areas like an emergency room or on the site of an accident. However, these 

same amplified stethoscopes have also proven helpful to nurses and doctors with 

hearing loss in controlled noise environments.  

 

Are there already products available that I can use to accommodate my needs? 

              

Step Six:  Modify a product  

Often existing products can be modified in house; however, at times it may be 

necessary to call a professional such as a rehabilitation engineer, electrician, 

computer specialist or the manufacturer of the product.  

 

Are there any products that can be adapted or modified to meet my needs?  

              

Step Seven:  Design a new product  

This involves designing a new product to satisfy a specific accommodation need. 

Again, this may require the assistance of a professional such as a rehabilitation 

engineer, computer specialist, or a company willing to design a new product.  

 

Will I need to have a new product designed in order to meet my specific 

accommodation needs?          
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Step Eight:  Consider alternative placement possibilities  

In the case of employees, reassignment may need to be considered as a reasonable 

accommodation.  This step is not particularly relevant for entrepreneurs as you 

would be making the decisions around what your role is in your company and what 

tasks you take on.  

Step Nine:  Redefine the situation  

If, at the end of the accommodation process, an accommodation has not been 

identified then an accommodation option may have been overlooked. At this point, 

it is suggested that the situation is redefined and an accommodation team put 

together. If you feel you need some resource people to help you in this process, an 

accommodation team may consist of rehabilitation counsellors/engineers and an 

organization that serves people with disabilities. The team may also include 

medical specialists such as doctors, physical therapists, occupational therapists, 

nurses or pharmacists  

 

Will I need to review what has been looked at so far for accommodations and 

redefine the situation for myself?         

Who do I want to assist me with this?        

              

Step Ten:  Maintain accommodations  

Once an accommodation has been identified and provided, it is important to 

maintain it. When maintaining accommodations, it may be helpful to answer to 

following questions.  

� Are the accommodations you chose being evaluated for effectiveness?  

� Has any change occurred with your condition, limitations, work environment 

or job duties that would affect existing accommodations?  
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If a product was purchased as an accommodation then:  

� Is the product being used appropriately?  

� Was proper training provided for the use of the product?  

� Is proper maintenance to the product being performed?  

� Are other accommodations needed to support the use of the product?  

� Is support being offered to sustain the accommodations that have been 

implemented? 

 

Considering the above information on the job accommodation process suggested 

by the Job Accommodation Network, ask yourself the following questions: 

 

How does my disability impact my ability to work and be an entrepreneur?  

             

             

              

 

What barriers or limitations am I facing to being an entrepreneur?   

             

             

              

 

What access and accommodation issues do I need to consider in managing my 

disability?            
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What people will I need to assist in making these accommodations?   

             

             

              

 

What financial resources will I need to make these accommodations?   

             

             

              

 

What other resources will I need to make these accommodations?   

             

             

             

  

 

In conclusion, given the information you have considered so far, ask yourself the 

following question: 

 

How will I benefit by being an entrepreneur and am I truly interested in being an 

entrepreneur?           
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SECTION FOUR - I am interested: tell me more….                      
              
How do I select and evaluate a viable business idea?  

There are a number of things to consider once you have decided that 

entrepreneurship is indeed for you, and that you want to pursue some kind of 

business idea.  First and foremost would be to look at what kind of background you 

have, and whether there are opportunities to develop a business related to the 

area(s) that you currently have a background in.   

 

Have you worked in a particular area that you would like to continue working in, 

but through independent contracts rather than in an employer/employee 

relationship?            

             

             

              

 

Another option would be to look at the knowledge, skills and experience you have 

developed and apply those to a new area.  Do you have a certain level of expertise 

that you could use in a new area?         
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What type of business do you feel you would be well suited for and what makes 

this suitable for you?          

             

             

              

 

Once you have decided upon a particular business idea, you will then need to think 

about the details that will shape the scope of your business such as the following:  

Where would it be located?          

What type of work would be involved?       

              

Would you want to work part time to supplement your income?      

Would you want to build your business to the point where you can live off the 

earnings of your business?          

Is continually building and expanding your business important to you?   

              

How much involvement would there be with other people?    

              

Will there be opportunity for personal growth and development?   

              

What working conditions will you need to set for yourself in order to be 

successful? For example: can you only work certain hours?    
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How much money and other resources do you need for start up?    

              

Do you have access to such funds?         

If not, where would you try to get financing?       

              

Would you want to hire employees?        

              

Is there a market for the product or service that you propose?  Who would you sell 

to?               

             

              

Who would be your competition?        

             

             

              

How would you deal with such competition by developing a niche for your 

business?             

             

             

              

 

Have you thought through such things as what it is going to cost you to be in 

business? __________________________________________________________ 

What will your potential sales be?         

What will your expenses be?          

What is your break-even point?          

Will you make a profit or loss over the next year?        
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Two years?              

Three years?              

Have you done a cash flow projection that shows what money you will need to 

operate your business on a monthly basis over the next year?  Will there be enough 

of a cash flow to carry you through for the year?      
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SECTION FIVE – I think I have a viable idea, so what is next?     
              
What is involved in setting up and planning to operate a business? 

If, after you have assessed your own personal attributes and business knowledge 

and skills, you conclude that you can and want to run a business; there is a market 

for the product or service you intend to sell; and it looks like it is a viable idea; you 

will need to think about how best to set up and organize your business. You will 

need to decide such things as:  

� Whether you want to incorporate or not 

� Who to involve in your business, whether that be as investors, partners, 

employees, volunteers etcetera 

� What kind of legal matters you need to take into consideration 

� The location and hours of business and other customer service 

considerations 

� The kind of record keeping that needs to be set up 

� Where and how will you acquire your product and/or service 

� How you will price your product and/or service 

� How you will market the product and/or service 

� The cost of start up and then whether there is going to be enough of a cash 

flow to stay in business and continue to grow your business 

What are the different forms of business? 

There are four basic types of businesses.  The type you choose will depend on what 

will suit your particular circumstances.  Various options cost different amounts and 

come with different advantages and drawbacks. 
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Sole Proprietorship 

A sole proprietorship is owned and operated by one person.  It is the easiest and 

least costly way of setting up a business.   Although it is optional, it is often 

recommended that the owner conduct a name search and register his or her 

business with the Corporate Registry.  In BC, the fee to conduct a name search at 

this time (in 2001) is $30.  The cost of registering the business at this time is $30.  

Then, in addition, there may be costs for such things as licensing and insurances. 

 

The owner carries the complete responsibility for how the business is run and 

whether it generates a profit or loss.  All revenue and expenses will have to be 

claimed on the owner’s personal income tax. 

 

Advantages Disadvantages 

Easy to set up 
There is unlimited liability for the 
owner so you could risk losing your 
personal assets  

Low start up costs There is no one to manage or operate 
the business if you are absent 

Less regulations to be concerned 
about 

It can be difficult to raise capital for 
the business 

You make all the decisions related to 
the operation of the business 

The life span of the business is only 
as long as your lifespan.  

Usually minimal working capital 
required 

The business could increase the 
amount you pay in personal income 
tax 

There can be some tax advantages   
All profits go to you  

 

Partnership 

A partnership is where two or more people decide to pool their resources and 

operate a business together.  The responsibilities of managing the business are 
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shared amongst the partners, as is the profits or losses.  Therefore, like a 

proprietorship, individual partners will be personally taxed on the profits or losses 

of the business.  They are also jointly responsible for all debts incurred by each and 

every partner.   

 

Different partners can be involved in various aspects of the business, whether that 

be only investing money or other resources, or participating in the day-to-day 

decision-making and management of the business.   

 

Because a partnership involves various individuals who will each have his or her 

motivating factors and expectations for being involved, it is important to have 

some kind of mechanism in place for partners to establish an agreement around 

what each partner intends to contribute, and, ultimately, how to get out of the 

partnership. The agreement should outline what kind of authority each partner has 

in relation to various decisions that need to be made around the operation of the 

business.  The cost of registering a partnership is the same as that of a sole 

proprietorship. 

 

Advantages Disadvantages 

Easy to set up Unlimited liability for all partners 
Low start up costs Can be difficult to raise capital 

from traditional sources such as 
banks 

Possible additional sources of 
investment capital from partners 

More people involved in the 
decision-making processes, which 
can lead to conflict 

Can have personal tax advantages Can be hard to find suitable 
partners 

Less government regulations Each partners share of income is 
taxed on his/her personal income 



 39

More human resources to draw on 
for the management of the business 

The partnership must be dissolved 
and re-registered every time a 
partner decides to join or leave the 
business 

 

Incorporation 

Incorporating a business is more complicated and costly than setting up a sole 

proprietorship or partnership because it involves setting up and establishing a 

corporation that is separate and distinct from the owner’s personal assets.  

Individuals own shares in the corporation, and they elect directors to govern the 

overall management of the business.  The directors, in turn, hire paid staff to take 

care of the daily operation of the business. The shareholders, directors and staff 

may or may not be all the same people. 

 

Corporations can also be public or private.  When a corporation goes public, it 

allows members of the general public to buy shares in the company.  A private 

corporation does not sell its shares to the public and limits its shareholders to 50 

people. 

 

Corporations can be registered federally or provincially – but must be registered 

wherever the company plans to conduct business.  The cost of incorporation 

provincially at this time is $30 for the name search, $100 for registration.  Federal 

fees are $50 for the name search, $500 for registration. And of course, insurance 

and other professional fees would have to be factored in.  

 

Because corporations are set up separately and distinct from the owner’s personal 

assets, it is the corporation that is required to file income taxes and assume any 

debt that is incurred. 
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 Advantages Disadvantages 

There is limited liability for the 
owners 

Corporations are closely regulated 

Ownership is transferable It is the most expensive form of 
organizing 

There are possible tax advantages There is extensive record keeping 
requirements 

It is easier to raise capital Double taxation of dividends 
Corporations are a separate legal 
entity 

Personal guarantees from 
shareholders and management may 
be required 

Corporations continue beyond the 
life span of the owners  

There are charter restrictions 

 

Co-operative  

A co-operative is one type of corporation.  Co-operatives are formed by a group of 

people who are committed to working collaboratively through democratic 

decision-making processes, which lead toward the same business goal.  Members 

of co-operatives share equally in the risks and benefits of being in business 

together. 

Advantages Disadvantages 

Members have limited liability The set up and maintenance of co-
operatives are closely regulated by 
the government 

Profits stay within the membership It is the most expensive form of 
incorporation 

There are possible tax advantages It is necessary to have extensive 
record keeping  

The business is a separate legal 
entity 

There is double taxation on 
dividends 

The life of the business will be 
ongoing 

There are charter restrictions 

The business is owned and 
controlled by the members 
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Members have equal say in making 
decisions related to the daily 
operation of the business 

 

Each member shares in the profits of 
the corporation 

 

 

How do I choose which form of business will work for me? 

Once you have assessed your own skills and the business ideas/opportunities 

available to you and decided that entrepreneurship is for you, you will need to 

begin the business planning process.  The first step in this process is deciding on 

what kind of business structure or form you will want to set up. You will be ready 

to make a decision as to which type of business you want to form once you look at 

the financial resources you have, how much you want to separate your personal 

assets from your business assets, how much control you want to have over the 

management of the company, as well as the other factors outlined above.  All 

factors related to the advantages of one form over another need to be considered 

carefully.  Ask yourself the following questions: 

 

How much money do I have to invest in the start up of my business?    

              

Do I want or need to protect my personal assets from creditors related to my 

business?             

Do I want to file separate income tax returns for myself personally and one for the 

business?              

Do I want to go into business by myself or with one or more partners?   
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Will I need to raise capital to invest in the start up of my business?    

              

If so, where would I want to try and raise this capital?      

              

Am I prepared to keep detailed financial and management records of the activities 

undertaken by the company to submit to the government?     

              

Do I have the knowledge, skills and experience to manage a business on my own, 

or will I need other people to help me to make decisions related to the running of 

my business?           

              

Given how you have answered these questions, look at the advantages and 

disadvantages for each form of business and decide which form of business will 

work best for you.             

What is a business plan? 

A business plan is a document that usually provides the following: 

� A detailed description of your business idea 

� The rationale for why you want to start this particular type of business.  For 

example, the market for the product or service you intend to sell 

� The qualifications and qualities you have to operate this kind of business, 

such as how you are suited to this type of work, your education and 

experience 

� A detailed outline of how the business will be structured and organized, such 

as whether it will be incorporated or not, where it will be located etceteras 

� An explanation of how you will launch your business and what you will 

need to accomplish in order to make it successful.  For example, what are 
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the financial resources you need for start up, what would be a realistic 

assessment of your sales, what would your cash flow projections look like, 

what would be your break even point?  

Why do I need a plan? 

Generally, the purpose of having a business plan is to help you think through the 

whole process of assessing your own suitability to owning and managing a 

business, as well as assessing your business idea to ensure that it has as much of a 

chance as possible to be successful, and to work through the logistics of what is 

involved in the actual organization, start up and operation of your business.   

 

Often business plans are used in two different ways: 

� One is for your own personal use to help you set the general direction of 

your business for the next three years. The plan can help to keep you 

focussed on what you need to do in order to make it a successful venture.  It 

provides a baseline to work from and to respond to when circumstances 

change, such as the demand for your product or service, or a change in the 

economy.  As a result, it should be referred to often and revised when 

needed.  It gives you the opportunity to do as much research and planning as 

possible, so that you think through things like: 

• What are the potential risks I will face? 

• What do I need to know about this particular industry? 

• What are the strengths and weaknesses of my competition and how 

can I develop a unique market? 

• Who are my customers and how will I reach them?  

• Will this business provide me with a reasonable income? 

• What supports and professional assistance will I need? 
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� Secondly, is to be able to provide the plan to bankers and/or other investors, 

such as your local CFDC to decide whether your plan is worthy of investing 

in.  Since investors cannot possibly be experts in every field, it is important 

that your plan be as comprehensive and easily understood as possible.  

What are the benefits of having a good business plan? 

• Keeps you focussed on what you are doing, and what you plan to do in the 

near future 

• Provides a logical step by step process for setting up and operating your 

business 

• Helps you be cost efficient 

• Identifies your current target market and any new markets that you may 

want to enter in the future 

• Demonstrates your belief in the viability of your idea 

• Increases your chances of getting funding 

What is involved in writing a business plan? 

There are a number of resources available that can be helpful in working through 

the process of writing a business plan.  Generally, many of them have a similar 

outline and suggest similar content information be included.  Business planning 

kits can be accessed in a number of places, such as on-line, through your local 

government business services centre, and through CFDCs. Styles can vary, but 

what is crucial is that the information be comprehensive, succinct, readable, and 

understood by those who will use it.   

                                                                                                                                                     

First of all, think about the size and scope of what your business will be. Ask 

yourself the following questions: 
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Human resources 

What people will I need to help operate my business? Will I need to hire 

employees or purchase professional services such as accounting or legal services? 

             

             

              

 

Legal and tax considerations 

What legal and tax considerations are there for the type of business I am going 

into, and where I am going to operate my business from?  For instance, if you will 

be conducting business in more than one municipality, you will need a business 

license for each of those municipalities.  This is important to know, as it will affect 

your start up costs. 

Do I have any licensing requirements? If so, what are they?    

             

             

              

 

What kinds of insurance do I need?        

             

             

              

How do I register for a Business Information Number?     
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Customer Service 

What will be the best location for my business considering who my customers will 

be?             

             

              

What do I need to do to make it as accessible as possible for the customers I serve? 

             

             

              

What hours of service will I operate considering the demand for the product or 

service and the customer base I will have?       

             

              

 

Products and/or services 

Will I need to manage an inventory? If so, how much of an inventory will I need to 

maintain?            

             

              

How and where will I market my products and/or services?     

             

             

              

How will I determine the pricing for my products or services?    
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What other resources and finances will I need during the start up and first year of 

operation?            

             

              

What resources are out there that I may tap into; for example, types of loans, 

training, business development services?       

             

             

              

 

Financial Analysis 

What kind of bookkeeping will I have to do?       

             

             

              

What could my cash flow look like for the next year? How much money would I 

have to make in order to break even?        

             

             

              

How much would I have to make in order to ensure this is a viable venture and 

work the time and effort?           
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What are the next steps I need to take to set up my business?    
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SECTION SIX - Business Plan Outline & Start up Checklist       
             
Business Plan Outline 

Title Page 

 The title page should have the name of your business, the date the plan was 

put together, your name and contact information. 

Table of Contents 

 The table of contents should list each section and subsection of your plan 

with corresponding page numbers. 

Executive Summary 

 Usually written last, an executive summary provides a brief one or two page 

summary of the most important highlights of your business plan.  

Introduction 

An introduction is a general overview of your business idea, what product or 

services you intend to sell, a description of the trends within the industry you are 

going into, along with any gaps in the market place that you intend to fill.  It also 

outlines any other business goals you have set for yourself.  

Marketing Plan 

 Your marketing plan describes in detail: 

� Who your target customer is 

� Where you plan to sell your goods and/or services 

� What exactly you plan to sell 

� How you plan to sell it and  

� When you plan to sell  
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� For what price you will sell  

It is important to put into your marketing plan what needs your customers have that 

are not currently being addressed by the competition.  You can then determine 

what are you offering that is different and will draw the desired clientele.  You will 

also need to address things like quality of product and customer service issues. 

Operational Overview 

Structure: 

Your operational overview will present the kind of business structure you are 

choosing along with any legal requirements that need to be dealt with.  It also 

should highlight the key people who will be involved in the business and what 

their roles and responsibilities will be. Here is where an organizational chart can be 

helpful in presenting a visual representation of what the company will look like. 

Product Production Plan: 

You will need to describe the plan for acquiring or producing your product and/or 

service that you intend to sell. This plan would include things like  

⇒ Equipment required 

⇒ Materials needed 

⇒ Inventory that is required 

⇒ Personnel needed 

⇒ Cost of production 

Location: 

What you need in terms of type of location will differ depending on whether 

you are going into manufacturing products, selling retail or selling services.  For 
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instance, your requirements for a physical location to manufacture products or sell 

retail will be very different than if you are setting up an office to sell services. 

Risk Assessment: 

The operational plan should also address what you think might be the biggest risks 

in establishing your business.  For instance, your direct competitor’s reaction, not 

meeting your financial targets, or experiencing too much demand for your product 

or service and not being able to keep up with production. Another example of risk 

might be having key personnel decide to leave. 

Action Plan: 

Your action plan should outline your business goals for the first year along with 

measurable outcomes for each of these goals. This can be done in a matrix or a 

flow chart on a monthly or quarterly basis. 

Financial Plan  

Your financial plan needs to summarize all the information related to the financial 

projections you make including the assumptions upon which you are basing your 

projections. 

Purchasing and Inventory Control: 

You will need to determine exactly what product and how much product you are 

going to have in your inventory. You will need to be very specific and detailed in 

terms of the quality of product, pricing structure etcetera.  You might want to 

comment on such things as product warranties or guarantees and return policies. 

You will need to know what it is going to cost you throughout the year to either 

produce or purchase your inventory. 
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Equipment: 

Your financial plan will also need to take into consideration all the equipment, 

furniture and fixtures you will need to operate, as well as whether you plan to 

purchase or lease this equipment. 

 

Professional fees: 

The cost of belonging to certain professional associations, the fees for time 

consulting with lawyers, accountants or other professionals will all need to be built 

into your financial plan. Some of these might be an annual expense that it 

disbursed at a particular time of the year. 

Anticipated Sales Forecast: 

You will need to make your best guess as to how much sales you think you can 

achieve throughout the year. In doing this estimate, you will need to consider what 

level of sales you need to really make this a worthwhile, successful venture.  You 

need to make enough sales that you will be able to cover all your costs of 

operating. The costs involved in operating should include everything from the 

materials and supplies needed, to the work involved in producing and distributing 

the product, as well as the time involved in managing the business.   

Cash Sales and Accounts Receivable: 

When you are looking at sales, you will also need to decide whether you are going 

to allow your customers to have product or services on account for a number of 

days. Is there a certain level of accounts receivables that you can carry?  If this is 

the case, then how will it affect your cash flow throughout the year?  
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Start Up Costs: 

What are the one-time expenses that you are going to have to cover just to open 

your doors and actually start your business? 

Year One Cash Flow Projections: 

Your cash flow projections will take into account all the revenue and expenses you 

anticipate for each month, including your start-up expenses in the first month. You 

will need to figure out each month how much money you will have left over to 

carry into the following month; or alternatively, how much of a deficit you are 

carrying over each month.  And finally, you will need to total the figures of all the 

revenues, expenses, surpluses or deficits for 12 months to come up with a summary 

of your yearly projections.   

Credit and Collection Policies and Procedures: 

Your financial plan should account for any policies you are establishing related to 

providing credit to your customers and plans for how you plan to collect on 

accounts that are not paid. 

 

Supporting Documents 

Some of the other supporting documents that would be helpful to include in your 

business plan are things like: 

⇒ Your resume that outlines what previous employment and/or 

education you have related to the business 

⇒ Your lawyer’s name 

⇒ The accounting firm you will use 

⇒ Copies of any legal agreements you might have 
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⇒ Letters of support or intent from potential customers or clients to 

purchase product/services 

⇒ Personal financial statement (if you are trying to borrow funds or 

attract investors) 

 

Business Start Up Checklist 

Organizational Structure and Overall General Management   

� Can you clearly describe your business and what you intend to do with your 

business? Is this summarized in an executive summary in your plan? 

� Have you thought about how you will manage your personal life in relation 

to your business activities? 

� Do you know enough about the business you plan to go into to operate it 

effectively and efficiently? 

� Have you thought about how you will manage the time that is needed to 

effectively manage your business? 

� Do you know how you will keep reviewing your progress in developing 

your business? 

� Do you have the information you need to analyze the financial factors and 

trends affecting your business? 

� Have you registered your business with all of the appropriate authorities that 

you need to? 

� Do you meet all legal requirements, such as fire, health, licensing, 

transportation, environmental, and labour regulations? 

� Do you have adequate insurance coverage? 
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� Have you made contact with the business advisors and other professionals 

you will need such as lawyers or accountants? 

� Have you set in place an adequate management plan before making 

commitments or important decisions covering the future activities of the 

business? 

� Do you have policies to deal with customer needs? 

� Do you have procedures and systems in place for your staff to implement 

and maintain effectively? 

Legal and Tax Considerations 

Government Regulations 

� Are you aware of government legislation that affects your business 

operation? 

� Are there long range regional economic development plans occurring that 

could impact on your business?  

� Do you know what municipal, provincial, and federal legal requirements 

there are of the business you propose to go into? 

� Have you complied with all the requirements such as the following: 

⇒ Business licenses 
⇒ Liquor licenses 
⇒ Building bylaws 
⇒ Fire bylaws 
⇒ Zoning and development bylaws 
⇒ Vehicle licensing bylaws 
⇒ Sign bylaws 
⇒ Health regulations 
⇒ Employee labour regulations 
⇒ Worker’s Compensation Board regulations 
⇒ Sales tax regulations and tax number 
⇒ Business registration or incorporation 
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⇒ Register with Canada Customs (Income tax, UIC, CPP GST 
⇒ Federal excise regulations and tax number (for manufacturers) 
⇒ Trade practice regulations 
⇒ Consumer protection regulations 
⇒ Other regulations 

 

� Have you complied with regulations governing the use of a firm or trade 

name, brand names or trademarks? 

� Is a license necessary to handle special commodities? 

� Are there any special waste disposal matters that need licenses or permits? 

� Have you determined whether or not your product(s) meets the government 

standards, where applicable? 

� If you intend to operate an import or export business, do you have a permit 

to do so? 

� If you are importing goods, do you have any information about the amount 

of customs duties that will be charged? 

� If you purchase raw materials, do you have a manufacturing license for 

federal sales tax exemption? 

Insurance 

� Have you made plans for protecting your business against thefts of all kinds 

– shoplifting, robbery, burglary, and employee stealing? 

� Have you purchased general comprehensive insurance coverage? 

� Do you know what other risks you should be insured against? 

Taxes 

� Are you identifying and taking advantage of available investment and other 

tax credits? 
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� Have you contacted any accounting firms to request they keep you on the 

mailing list for free taxation information press releases and booklets? 

� Have you set up an adequate record keeping system that will provide the 

information needed for both provincial and federal taxation purposes? 

� Do you know how you will meet all of your tax obligations, such as GST, 

PST, Income Tax 

Other 

� If you are going into partnership with someone, have you drawn up a 

partnership agreement? 

Human Resources  

� Have you determined if you will need to hire employees?   

• If so, how many?          

� Do you know where and how to find appropriate employees? 

� Have you established a policy on wages and salaries? 

Marketing Plan 

Quality service 

� Are the products or services that you are offering unique/similar to or 

different from those offered by others in the industry? 

� What makes them a quality product or service?      

� Are the hours you operate going to be the most appropriate for the customer 

base you are serving? 

� Is the location you are choosing the most convenient and accessible for your 

potential customers? 
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� What is going to draw customers to your business over someone else’s? 

             

� What policies and procedures do you have in place for handling customer 

dissatisfaction?           

Competition 

� Are you familiar with the following issues related to your competition and 

how they might have an impact on your plans for your own business? 

• How they price their products or services 

• What products and services they have 

• Where they are located  

• How long they have been in the community 

• How they usually promote themselves 

• What their sources of supply are for their products 

• What customers think of them and their way of doing business 

 

� Are there products or services that customers are going outside the 

community to purchase? 

� Can you provide any products or services that are not currently available in 

your community?           

Pricing 

� Have you thought about what price “image” you want for your business? 

� Have you decided on the method you will use in pricing each type of 

product or service? 

� Are you aware of free or low-cost publications on pricing? 

� Have you established a pricing policy? 
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Marketing 

� Do you have the skills to gain a competitive edge over your competition in 

terms of:  

• Creating a professional image? 

• Maintaining efficiency in doing your marketing? 

� Do you know how you will create a professional reputation? 

� Do all of your advertising and promotional materials have the same 

message/image? 

� Have you defined the geographical areas from which you can realistically 

expect to draw customers? 

� Can you describe the need you are filling for your potential customer?  

             

� Have you specifically defined your potential customer? 

• What age are they?          

• What are their buying habits?        

• What is their level of education?       

• What size of family do they have?       

• What is their income?         

• What is their marital status?        

• What is their occupation?         

• What gender are they?         

� Which customers will be willing to spend on products or services related to 

your type of business?          

• Will this market support you in the short term? 

• Will this market support you in the long term? 

� Can you show how you are different from the competition? 
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• What is your competitive advantage?      

            

� Will demographics, lifestyle or technological changes affect your business? 

� Have you made conservative yet educated sales projections? 

� Can you describe two things that will motivate potential customers to buy 

from you?             

Are there any others?          

� Do you know of any goods and services that you could add in the future to 

expand your business?          

� Have you developed any plans to promote your business?    

             

� Do you know what you will do when business is slow?    

             

� Do you continually look for new ways to save on the costs of running your 

business? (For example: purchasing used or recycled items, leasing, 

cooperative ventures, others…?)       

             

Advertising 

� Have you decided how you will advertise your products and/or services? 

             

� Do you know where to get help preparing your advertising?   

             

� Have you considered using seasonal interests or trends to advertise your 

products or services?          
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Sales 

� Do you know what will motivate customers to buy from you?   

             

� Have you or your staff taken any quality customer service or sales training 

courses?______________________________________________________ 

Location and Leasing 

� Are you and your location accessible to the public? 

� Will the location you choose be adequate in the medium to long term? 

� Does your location and equipment allow for the future growth of your 

business? 

� Is your workplace well organized, efficient and welcoming to the customers? 

� Is security in your area covered by the police and fire departments? 

� Do you know the zoning bylaws covering your building?  Will they change? 

� Do you have customer washroom facilities, and are they accessible to people 

with disabilities? 

� Are there storage facilities available on site or nearby? 

� Have the lease and zoning been checked by a professional? 

� Are you clear on your responsibilities in the lease? 

� Are there restrictions regarding size and location of signs on the building? 

� Do you know under what conditions you can break your lease and how 

much it will cost? 

General financial analysis and planning 

Purchasing and Inventory Control 

� Have you decided what goods to carry in relation to your targeted customer 

to meet his or her needs?          
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� Are there any products or services that you can say are unique and will 

create a niche market for your business?       

� Have you made a list of every item of inventory and operating supplies that 

you will need?           

� Do you know the quantity, quality, technical specifications and price ranges 

desired for each product? 

� Have you established contact with the suppliers you will need? 

� Can you store your purchases securely? 

� Do you know how to track your inventory and replace it when you need to? 

Equipment 

� Do you know what furniture, fixtures and equipment you will need, and 

what they will cost? 

� Have you figured out how much money you have available for equipment 

and fixtures? 

� Can you get quick service from your suppliers when something breaks 

down? 

� Have you decided whether you are going to buy or lease the equipment? 

� Is buying second hand equipment a viable option to buying new equipment? 

Bookkeeping 

Have you developed an effective system for keeping financial records in all areas 

of your business? 

� Accounts payable 

� Accounts receivables 

� Accounting 

� Taxes 
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� Employee payroll, benefits etceteras 

� Other 

Credit and Collection 

� Have you developed a credit policy in case customers want to charge 

product and then you can’t get them to pay their account?  

� Have you established the procedures you will you need to have in 

place in the event that this happens.  
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SECTION SEVEN – APPENDICES                                                 
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APPENDIX A – Sample Financial Worksheets 

Worksheet 1: Sales Forecast 

Worksheet 2: Cash Sales and Accounts Receivable 

Worksheet 3: Cash Flow Projection 

Worksheet 4: Funding Requirements and Funding Sources 

Worksheet 5: Balance Sheet 
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APPENDIX B - Workplace Accommodations and Ergonomics  

Job Analysis Tips 

Someone must observe the individual doing the job, observe co-workers, interview 

the individual, and interview co-workers. It is imperative that job tasks be recorded 

with videotape, pictures, and/or sketches.  

1.  Purpose  

� What are the reasons the job exists? Document the particular contributions 

of the job to the organization’s overall mission.  

� What are the job duties necessary for job performance? The number of job 

duties is usually less than ten essential activities necessary to the job.  

2.  Job Setting  

Work-site 

� What is the physical layout of the work-site?  

� What equipment is used in the work setting?  

� What conditions are required to complete the tasks required of the job? 

Conditions include physical (hot/cold, inside/outside, noise level, lighting, 

ventilation, etc.) and social (works with the public, works under deadlines, 

works alone, etc.). 

 3.  Workstation 

� How is the workstation arranged?  

� How do workers obtain and discard equipment and materials?  

� How is the work organized?  

 



 67

4.  Activity 

� What are the relationships among the job tasks? If there is a task sequence? 

If so, document this order.  

� What worker movements are necessary to accomplish the job?  

� What are the safety and quality control measures in place? Document 

potential workplace hazards and the measures taken to eliminate them.  

Ergonomic Analysis Tips 

The following information summarizes several tips for completing an ergonomic 

analysis. When implementing ergonomics for an individual who uses a mobility 

aid, the mobility aid and its user must be considered one unit. The type of mobility 

aid may change what is considered "ergonomic." Therefore, the first step in an 

ergonomic analysis is to define the population that is to be served. In addition, 

when implementing ergonomic principles for an individual with a disability, the 

target population may be a singular person. When dealing with accommodation 

issues in the workplace, special attention should be given to the location and set-up 

of assistive technology to ensure good ergonomics.  

1.  Worker 

General guidance on accessibility and proper ergonomic positioning can be 

obtained from the Americans with Disabilities Act Accessibility Guidelines 

http://www.access-board.gov. Typically, anthropometrical data are used to design 

workstations that adjust to fit the smallest member of the population (the 5th 

percentile female) and the largest member of the population (the 95th percentile 

male). However, a majority of those left outside of this range are people with 

disabilities. This means that designing for ergonomics is situational and case-by-
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case. Thus, when accommodating an individual who uses a mobility aid, an 

analysis must go beyond general guidelines.  

 

� What are the person’s anthropometrical data? Document the persons stature; 

eye, shoulder, and knee height; arm reach; leg length; and waist level. 

Anthropometrical data are used to specify appropriate reach and space 

requirements for various populations.  

� What psychosocial factors are influencing the worker? Document if the 

individual works alone, works in a cubicle, works isolated, and has freedom 

over workstation, i.e., radio use, decorations, etc.  

� What types of personal protective equipment (PPE) are used? Document 

type of gloves, safety glasses, respirators, shoes, etc.  

 

2.  Workstation 

Office  

� Is the keyboard placed low enough so that the operator’s posture feels 

comfortable? It is important to maintain a neutral wrist posture and use a 

light touch on the keyboard. Upper arms should hang loosely by the sides 

with forearms parallel to the floor. Keyboard height should be between 25 

and 31 inches.  

� The top of the computer monitor should be level with the operator’s eyes 

and positioned at a comfortable viewing distance based on task. 

Repositioning with an adjustable monitor arm is an option. The monitor 

should be placed directly in front of the chair and over the centre of the 

workstation knee well. Screen height should be between 33 and 42 inches, 
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the angle of monitor screen should be between 0 and 7 degrees, and viewing 

distance should be between 18 and 28 inches.  

� Is the chair properly adjusted? A fully adjustable seat and adequate legroom 

should be provided for the employee. In general the clearance between the 

top of the seat pan and the bottom of the work surface should be about 11 

inches with about 24 to 32 inches provided horizontally at the knee and 

ankle respectively. The seat should be large (minimum of 18.2 inches wide) 

and fully padded. It should be covered with a porous roughly textured 

moisture absorbing material. The seat pan height and depth should be 

adjustable as well as the angle and height of the seat back. A properly 

designed backrest should support the spine between the L3 and L5 vertebrae. 

This support generally restores the lordosis of the spine and allows the chair 

to assist in supporting the weight of the upper body, which provides relief 

for the muscles of the back. There should be a stable five-leg base, and the 

chair should allow the employee to swivel for access to items located to the 

sides of the workstation. If seating adjustments are such that the employee's 

feet do not touch the ground an adjustable footrest should be provided.  

� Has glare been diffused with panel diffusers and glare screens? Task lighting 

with a dimmer control should help and adjustable blinds can taper excessive 

sunlight.  

Industrial  

� Does the work surface allow the user the ability to adjust work surface 

heights and angles? The surface should be sturdy enough for workers to lean 

on for balance and should have rounded work surface corners and edges. 

Work surface height should be between 25 and 34 inches for seated and 33 
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to 45 inches for standing. Work surface should be less than 2 inches thick 

and knee space should be 30 inches wide by 19 inches deep.  

� What is the pace setting? Document which body parts remain idle and what 

body parts are in steady motion.  

� Does the job entail forceful exertions, such as gravity, friction, and reaction 

forces? Document any lifting, moving, torquing required and whether these 

forceful activities are associated with the upper and lower extremities as well 

as the whole body.  

 

Have the "proper" tools for the job tasks been selected? Some of the following tips 

may help:  

 

� Provide power tools instead of hand tools  

� Provide tools that can be used in either hand  

� Avoid tools with single finger activation 

� Provide tools that have pistol shaped handles for power grips  

� Avoid pinch points by providing tools with round edges, padded handles, 

space between closed handles, and a spring to open 

� Reduce palm stress by providing padded long handles; reduce grip force 

requirements by avoiding slick handles and tools over six pounds 

� Keep torque settings low and avoid vibration of 40-60 Hz  

� Keep cutting surfaces sharp 

� Provide newer tools with access to tool balancers/positioners  

General  

� What equipment is fixed/moveable and where is it located in relation to the 

worker?  
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� What are the general environmental factors? Document noise levels, flooring 

material, lighting, and air quality.  

� Are there temperature extremes? Document when the worker is exposed to 

temperatures greater than 75 degrees or less than 50 degrees.  

� Does the job include repeated and sustained exertions? Document whether 

the job entails stagnant postures for prolonged periods, repetitive motions, 

and whole body exertions (lifts, pushes, pulls, etc.).  

� What is the duration and frequency of awkward postures? Awkward 

postures include flexion (side to side), extension (upward bending), and 

deviation (outward bending) of the hand/wrist; flexion past 90 degrees and 

arm rotation of the elbow; reaching overhead, behind the body, and across 

the body with the shoulder; forward flexion and extension greater than 30 

degrees of the neck; and bending and twisting greater than 20 degrees with 

the trunk.  

� Has the air quality of the workstation been checked for comfortable 

temperature variation and adequate circulation?  

Work-site 

Spacing  

� Has additional surface space and extra electrical outlets for workers using 

powered assertive technology been provided?  

� How much manoeuvring space is available? Provide a minimum of 30 

inches by 48 inches of manoeuvring space at workstations and storage areas.  

� Is the workstation large enough to accommodate wheelchair users? There 

should be 48 inches of clear space between work surfaces.  

� Have distances between entrances, work areas, restrooms, and office 

equipment been minimized?  
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� Are walkways blocked? Obstructed walkways should be opened to eliminate 

the potential for trips and falls. At least one clear path of travel (without 

stairs) at least 36 inches wide, except for a minimum of 60 inches in two-

way halls and 32 inches through doorways should be provided. Allow a 

minimum of 60 inches of clear, level floor space in front of and behind a 

door and 18 inches on the latch side of the door.  

� Have objects hanging lower than 80 inches above the floor been removed?  

� Have objects protruding more than 4 inches from the walls been removed?  

Flooring  

� Has non-slip flooring been secured to the floor?  

� Have proper treads, handrails, and detectable warnings been installed?  

� Has carpeting pile deeper than 0.5 inch been avoided and have abrupt 

changes in friction been eliminated?  

� Do the walls and floors have a colour contrast?  

� Have changes in floor level been identified with visual and texture contrast?  

� Has ramp slope been minimized and any threshold with a rise greater than 

0.25 inch been ramped?  

Doors  

� Have revolving doors been avoided?  

� Have closers been adjusted so that from an open position of 70 degrees, the 

door will take at least 3 seconds to move to a point 3 inches from the latch, 

measured to the leading edge of the door?  

� Has door hardware, such as levers or pull handles, been provided 36 to 48 

inches above the floor that has a shape easy to grasp?  

� Have doorways provided at least 32 inches of level clearance?  
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� Have kick plates been installed 12 to 18 inches above the floor?  

� Have the inside and outside of doors provided 60 inches of clear floor space 

and 18 inches to the latch side?  

� Have automatic and power assisted doors been provided where necessary?  

Storage  

� Where are materials stored? Materials should be stored in an accessible area, 

between 15 inches and 48 inches above the floor.  

� Are some drawers inaccessible? Avoid drawers deeper than 12 inches. Deep 

storage should have Lazy-Susan carousels, pullout shelves, or drawers with 

full extension bearing slides.  

� Are hard-to-reach materials labelled? Materials should have visible labels 

and colour codes.  

� Do electrical wires dangle? Hazardous hanging electrical wires should be 

hidden from view.  

� Are electrical outlets accessible? Electrical outlets should be provided at 

least 15 inches above the floor.  

� Is storage available for intermediate transporting and transferring of 

materials?  

� Are the casters appropriate to the floor covering?  

� Are items placed in the most "accessible" place possible? Position storage 

for pushing rather than pulling, pulling rather than carrying, carrying rather 

than lowering, lowering rather than lifting.  

Other  

� Has an accessible area of rescue assistance been established?  

� Have accessible drinking fountains been provided?  
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� Has clear space for a forward or side approach been provided for vending 

machines? Are vending machines within accessible reach ranges (9 inches 

minimum and 54 inches maximum for a side approach and 15 inches 

minimum and 48 inches maximum for a forward approach)? Are vending 

machines on an accessible route?  

3. Administrative Controls 

� Have employees been properly trained in ergonomic principles? Training 

should include proper lifting techniques, adequate maintenance and correct 

equipment use, and neutral postures. The individual should maintain a 

neutral working position and use minimal force with necessary repetitive 

activities.  

 

� Does the employee take rest breaks? To reduce stress on eye muscles, an 

individual should look away from the workstation and refocus on an object 

at least 25 feet away and blink often. Rest breaks should also include simple, 

brief exercises such as shoulder shrugs, neck rolls, ankle rotations, leg 

extensions, overhead stretches, handshakes, and finger spreads.  

 

� Are the individual’s tasks varied? An individual should alter positions every 

45 minutes, i.e., distribute tasks between right and left hands, alternate 

between intensive fine motor and gross motor manipulation, and change 

from a sitting and standing position.  
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APPENDIX C - Resources and Contacts for Follow-up                              
              

British Columbia Community Futures Development Centres 

CFDC of Alberni - Clayoquot 
4757 Tebo Avenue 
Port Alberni, BC  V9Y 8A9 
Chairperson: Dave Christney 
Manager: Lori Camire 
Tel:  (250) 724-1241 
Fax:  (250) 724-1028 
E-mail: info@cfdcac.ca 
  Lori.camire@cfdcac.ca 
Web:  www.cfdcac.ca 
 
CFDC of Boundary Area 
P.O. Box 459 
102 South Government Street 
Greenwood, BC  V0H 1J0 
Chairperson: Jim Smith 
Manager: David Arsenault 
Tel:  (250) 445-6618 
Fax:  (250) 445-6765 
E-mail: gm@boundarycf.com (Grand . .) 
  gw@boundarycf.com (Green . .) 
  darsen@idmail.com 
Web:   www.boundarycf.com 
_________________________________________________________ 

CFDC of Cariboo-Chilcotin 
266 Oliver Street 
Williams Lake, BC  V2G 1M1 
Chairperson: Ivan Bonnell 
Manager: Doug Frankiw 
Tel:  (250) 392-3626 or 1-888-879-5399 
Fax:  (250) 392-4813 
E-mail: doug@cfdccariboo.com 
Web:   www.cfdccariboo.com 
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___________________________________________________________________ 

CFDC of Central Interior First Nations 
#215 – 345 Yellowhead Highway 
Kamloops, BC  V1H 1H1 
Chairperson: Larry Casper 
Manager:  Geri Collins 
Tel:  (250) 828-9833 
Fax:  (250) 828-9972   
E-mail: info@cfdcofcifn.com 
Web:     www.cfdcofcifn.com  
 
 

CFDC of Central Island 
420 Albert Street 
Nanaimo, BC  V9R 2V7 
Chairperson: Brian Booth 
Manager: Bob van Schubert 
Tel:  toll-free 1-877-753-6414 
Fax:  (250) 753-0722 
E-mail: info@cfnanaimo.org 
  bob@cfnanaimo.org 
Web:  www.cfnanaimo.org 
_________________________________________________________ 
 

CFDC of Central Kootenay 
#201 – 514 Vernon Street 
Nelson, BC  V1L 4E7 
Chairperson: Doreen Smecher 
Manager: Paul Wiest 
Tel: (250) 352-1933 
Fax: (250) 352-5926 
E-mail: cfdcck@futures.bc.ca 
  pwiest@futures.bc.ca 
Web:  www.futures.bc.ca 
_________________________________________________________ 
 

CFDC of Central Okanagan - Enterprise Centre 
The Landmark Technology Centre 
#110-1632 Dickson Avenue 
Kelowna, BC 
V1Y 7T2 
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Chairperson: Jim Lindberg 
Manager: Eric Greer 
Tel:  (250) 868-2132 
Fax:  (250) 868-2173 
E-mail: info@cfdcco.bc.ca 
Web:  www.cfdcco.bc.ca 
_________________________________________________________ 

FutureCorp Cowichan 
135 - 3rd Street 
Duncan, BC  V9L 1R9 
Chairperson: Rick Joyce 
Manager: Joanna Winter 
Tel:  (250) 746-1004 
Fax:  (250) 746-8819 
E-mail: cfdc@futurecorp.ca 

jwinter@futurecorp.ca 
Web:   www.futurecorp.ca 
_________________________________________________________ 
CFDC of Fraser Fort George 
1566 - 7th Avenue 
Prince George, BC  V2L 3P4 
Chairperson: Dave Wilbur 
Manager: Don Zurowski 
Tel: (250) 562-9622 
Fax: (250) 562-9119 
E-mail: general@cfdc.bc.ca 
  don@zurowski.bc.ca 
Web:  www.cfdc.bc.ca 
_________________________________________________________ 
CFDC of Greater Trail 
2950 Highway Drive 
Trail, BC  V1R 2T3 
Chairperson: Ian McAlpine 
Manager:  Cary Fisher 
Tel: (250) 364-2595 
Fax: (250) 364-2728 
E-mail: info@communityfutures.com 

 cary@communityfutures.com 
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Web:  www.communityfutures.com 
________________________________________________________ 

 
 
CFDC of Howe Sound 
P.O. Box 2539 
37760 Second Avenue 
Squamish, BC  V0N 3G0 
Chairperson: Brian Hughes 
Manager: Jeff Dawson 
Tel: (604) 892-5467 
Fax: (604) 892-5227 
E-mail: info@cfdchs.com 
  Jeff.dawson@cfdchs.com 
Web:  www.cfdchs.com 
_________________________________________________________ 
CFDC of Mount Waddington 
P.O. Box 458 
#8 – 311 Hemlock Street 
Port McNeill, BC  V0N 2R0 
Chairperson:  Mark McIntyre 
Manager:    Cathy Denham 
Tel:  (250) 956-2220 
Fax:  (250) 956-2221 
E-mail: cfdcmw@telus.net 
  cdenham@island.net 
Web:  www.cfdcmw.com 
_________________________________________________________ 

CFDC of Nadina 
3232 Highway 16 
2nd floor, Houston Mall 
P.O. Box 236 
Houston, BC  V0J 1Z0 
Chairperson: Susan Schienbein 
Manager: Jerry Botti 
Tel:  (250) 845-2522 
Fax:  (250) 845-2528 
E-mail: general.mail@cfdcnadina.ca 
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  jerry.botti@cfdcnadina.ca 
Web:    www.cfdcnadina.ca 
_________________________________________________________ 

CFDC of Nicola Valley 
P.O. Box 159 
2185B Voght St. 
Merritt, BC  V1K 1B8 
Chairperson: George Mathieu 
Manager: Joe Zadorozniak 
Tel:  (250) 378-3923 
Fax:  (250) 378-3924 
E-mail: cfdc@nicolavalley.com 
Web:   www.cfdcnicolavalley.ca 
_________________________________________________________ 
CFDC of North Cariboo 
679 Hwy #97 South, 
Quesnel, BC  V2J 4C7 
Chairperson: Karen Borsato 
Manager: Greg Lawrence 
Tel:  (250) 747-1212 
Fax:  (250) 747-1270 
E-mail: greg@cf.quesnel.com 
Web:   www.cfquesnel.com 
_________________________________________________________ 
CFDC of North Fraser 
32386 Fletcher Ave. 
Mission, BC  V2V 5T1 
Chairperson: Brian Antonson 
Manager: Fred Gornall 
Tel: (604) 826-6252 
Fax: (604) 826-0052 
E-mail: cfdc@northfraser.org  (or) 

fgornall@northfaser.org 
Web:  www.northfraser.org 
_________________________________________________________ 

CFDC of North Okanagan 
#302 - 3105 - 33rd Street 
Vernon, BC  V1T 9P7 
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Chairperson: Claudette Everitt 
Manager: Jean-Marc Lacasse 
Tel:  (250) 545-2215 
Fax:  (250) 545-6447 
E-mail: info@futuresbc.com 
  jean-macl@futuresbc.com 
Web:  www.futuresbc.com 
_________________________________________________________ 
CFDC of Okanagan-Similkameen 
#102 - 3115 Skaha Lake Rd. 
Penticton, BC  V2A 6G5 
Chairperson: Mel Cook 
Manager: Bruce Dehart 
Tel:  (250) 493-2566 
Fax:  (250) 493-7966 
E-mail: info@cfdcokanagan.com 
  bruce@cfdcokanagan.com 
Web:  www.cfdcokanagan.com 
_________________________________________________________ 

CFDC of Peace Liard 
Dawson Creek Office 
10425 – 10th Street 
Dawson Creek, BC  V1G 3T8 
Chairperson: George Knight 
Manager: Michael Cheeks 
Tel:  (250) 782-8748 
Fax:  (250) 782-8770 
E-mail: cfdcpl@pris.bc.ca 
  mcheeks@communityfutures.biz 
Web:  www.pris.bc.ca/cfdc/ 
_________________________________________________________ 
CFDC of Peace River - Liard 
Fort St. John Office 
9325 – 100th St. 
Fort St. John, BC  V1J 4N4 
Chairperson: George Knight 
Manager: Michael Cheeks 
Tel:  (250) 785-6794 
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Fax:  (250) 785-1659 
E-mail: mcheeks@communiyfutures.biz 
Web:  www.pris.bc.ca/cfdc/ 
 
 
CFDC of Powell River 
2nd floor, 4717 Marine Ave. 
Powell River, BC  V8A 2L2 
Chairperson: Gerry Gray 
Manager: Pam Krompocker 
Tel:  (604) 485-7901 
Fax:  (604) 485-4897 
E-mail: cfdcprr@aisl.bc.ca 
  cfprpdk@aisl.bc.ca 
Web:  www.cfdcpowellriver.com 
_________________________________________________________ 
CFDC of Revelstoke 
P.O. Box 2398 
204 Campbell Avenue 
Revelstoke, BC  V0E 2S0 
Chairperson: Maureen Weddell 
Manager: Darryl Willoughby 
Tel:  (250) 837-5345 
Fax:  (250) 837-4223 
E-mail: cfdc@revelstoke.net 
  darrylw@revelstoke.net 
Web:  www.revelstokecc.bc.ca/rcdc  
_________________________________________________________ 

CFDC of Shuswap 
P.O. Box 1930 
5450 – 48th Ave. S.E.  
Salmon Arm, BC  V1E 4P9 
Chairperson: Mr.Rollie Durocher 
Manager: Dave Andrews 
Tel:  (250) 832-2118 
Fax:  (250) 832-0248 
E-mail: cfdcs@sunwave.net 
  dandrews@futureshuswap.bc.ca 
Web:  www.futureshuswap.com 
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_________________________________________________________ 
 
CFDC of South Fraser 
#100 - 32383 South Fraser Way 
Abbotsford, BC  V2T 1W7 
Chairperson: Wayne Bremner 
Manager:  Herb Thiessen  
Tel:  (604) 864-5770 
Fax:  (604) 864-5769 
E-mail: cfdcofsf@southfraser.com 
  herb.thiessen@southfraser.com 
Web:  www.southfraser.com 
_________________________________________________________ 
CFDC of Sto:Lo 
Unit 29 - 6014 Vedder Road 
Chilliwack, BC  V2R 5M4 
Chairperson: Kevin Busswood 
Manager: Micheal Bonshor 
Tel:  (604) 858-0009 
Fax:  (604) 858-3829 
E-mail: sdcmgr@uniserve.com 
Web:  www.stolocf.com 
________________________________________________________ 
CFDC of Strathcona 
Mailing Address 
P.O. Box 160 
Campbell River, BC V9W 5A7 
 
Physical Address 
Suite #2, 920 Alder Street 
Campbell River, BC  V9W 2P8 
Chairperson: Jim Hooton 
Manager: Marc Crane 
Tel:  (250) 830-1141 
Fax:  (250) 830-1189 

Toll Free: 1-877-338-2775 
E-mail: cfdcs@island.net   
  marc.crane@strathfutures.bc.ca 
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Web:  www.strathfutures.bc.ca/ 
_________________________________________________________ 
 
CFDC of the Pacific Northwest 
Suite 200-515 3rd Avenue West 
Prince Rupert, BC  V8J 1L9 
Chairperson: Nancy Wilson 
Manager: Maynard Angus  
Office Admin: Louise Leclerc 
Tel:  (250) 622-2332 
Fax:  (250) 622-2334 
E-mail:  maynard@cfdc-pnd.com 
Web:  www.cfdc-pnw.com 
 
 

CFDC of Stuart-Nechako 
P.O. Box 1078 
2750 Burrard Avenue 
Vanderhoof, BC  V0J 3A0 
Chairperson: Wendy Galvin 
Manager: Keith Federink 
Tel:  (250) 567-5219 
Fax:  (250) 567-5224 
E-mail: cfdcsn@hwy16.com 
Web:  www.cfdcsn.ca 
_________________________________________________________ 
CFDC of Sun Country 
P.O. Box 1480 
310 Railway Ave. 
Ashcroft, BC  V0K 1A0 
Chairperson: Laurie French 
Manager: Debbie Arnott 
Tel:  (250) 453-9165 
Fax:  (250) 453-9500 
E-mail: vision@cfdcsuncountry.bc.ca 
                 arnottd@wkpowerlink.com 
Web:  www.cfdcsuncountry.bc.ca 
 
 

CFDC of the Sunshine Coast 
P.O. Box 128 
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Suite 205 – 5710 Teredo Street 
Sechelt, B.C.,  V0N 3A0 
Chairperson: Paulean MacHale 
Manager: Allan Mulholland 
Tel:  (604) 885-1959 
  1-877-886-2332 
Fax:  (604) 885-2707 
E-mail: cfdc@sunshine.net 

al.mulholland@communityfutures.org 
Web:  www.communityfutures.org 
_________________________________________________________ 
 

CFDC of the S.E. Region of BC 
125 Cranbrook Street N. 
Cranbrook, BC  V1C 3P8 
Chairperson: Glen Leyden 
Manager: Rob Gay 
Tel:  (250) 489-4356 
  1-800-661-2293 
Fax:  (250) 489-1886 
E-mail: cfdc@keytoyourfuture.net 
  robga@keytoyourfuture.net 
Web:  www.keytoyourfuture.net 
 
 

CFDC of Thompson Country 
301 - 340 Victoria Street 
Kamloops, BC  V2C 6G4 
Chairperson: Ken White 
Manager: Phil Lindsay 
Tel:  (250) 828-8772 
Fax:  (250) 828-6861 
E-mail: info@comunityfutures.net 
  plindsay@communityfutures.net 
Web:  www.cfdctc.bc.ca 
 
 

Haida Gwaii Community Futures 
P.O. Box 40 
1730 Hodges Avenue 
Masset, BC  V0T 1M0 
Chairperson: John Farrell 
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Manager: Art Lew 
Tel:  (250) 626-5594 
Tel:       (888) 328-5594 
Fax:  (250) 626-5693 
E-mail: future@island.net 
________________________________________________________ 
 

Nuu Chah Nulth Economic Development Corporation 
7563 Pacific Rim Highway 
P.O. Box 1384 
Port Alberni, BC  V9Y 7L7 
Chairperson: Darlene Watts 
Manager: Al Little 
Tel:  (250) 724-3131 
Fax:  (250) 724-9967 
E-mail: nedc@island.net 
Web:  www.nede.info/ 
 
 

CFDC of 16/37 
#204 - 4630 Lazelle Ave. 
Terrace, BC  V8G 1S6 
Chairperson: Carol Schmidt 
Manager: Roger Leclerc 
Tel:  (250) 635-5449 
Fax:  (250) 635-2698 
E-mail: info@1637cfdc.bc.ca 
Web:  www.1637cfdc.bc.ca 
_________________________________________________________ 

British Columbia Independent Living Resource Centres  

NANAIMO AND REGION Independent Living Resource Centre 
Association  
2122 Northfield Road, Nanaimo, BC V9S 3B9 
Contact: Ian MacPherson   
Phone: (250) 758-5547 
Fax:  (250) 758-5504   
E-Mail:  nanil@direct.ca 
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COWICHAN VALLEY Independent Living Resource Centre 
225 Canada Avenue, Suite 207, Duncan, BC V9L IT6  
Contact: Terry Wiens  
Phone: (250) 746-3930 
Fax:  (250) 746-3662   
E-Mail:  cvilrc@cvilrc.bc.ca 
Web:  www.cvilrc.bc.ca 
             
SOUTH VANCOUVER ISLAND Disability Resource Centre  
519 Pandora Avenue, Victoria, BC V8R 6P9 
Contact: Ken Brown 
Phone: (250) 595-0044 
Fax:  (250) 595-1512   
E-Mail:  drc@islandnet.com 
Web:  www.drcvictoria.com 
             
 

VERNON Disability Resource Centre  
3402 27th Avenue, Suite 107, Vernon, BC V1T 1S1   
Phone: (250) 545-9292 
Fax:  (250) 545-9226   
TTY:   (250) 542-2193  
Toll free: 877-288-1088  
E-Mail: vdrc@shaw.ca 
Web:  www.vdrc.ca 
             
 

RICHMOND Disability Resource Centre  
160 - 5726 Minoru Blvd., Richmond, BC V6X 2A9 
Contact: James Sullivan 
Phone: (604) 232-2404 
Fax:   (604) 232-2415   
TTY:   (604) 232-2479   
Email:  richmondrc@shaw.ca 
  jamesdrc@shaw.ca 
Web:  www.drcrichmond.ca 
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Other resources/links 

WORKink BC 
http://bc.workink.com/ 
 
WORKink BC is a virtual employment resource centre, providing services 
to work seekers with disabilities, employers and career practitioners.  The 
Centre has job postings, online counselling services, agency directory, 
articles and much more. 
...................................................................................................................................... 

...................................................................................................................................... 

...................................................................................................................................... 

...................................................................................................................................... 

...................................................................................................................................... 

...................................................................................................................................... 

...................................................................................................................................... 

NETWERCC 
http://www.netwercc.com/ 
 
NETWERCC (Networking, Education and Training for Workers in 
Employment, Rehabilitation and Career Counselling) is a non-profit 
education association and is the only association in Canada to provide free 
monthly seminars and newsletters to promote the quality of Employment, 
Rehabilitation and Career Counselling. 
...................................................................................................................................... 

...................................................................................................................................... 

...................................................................................................................................... 

...................................................................................................................................... 

...................................................................................................................................... 

...................................................................................................................................... 

...................................................................................................................................... 
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BC WorkinfoNet 
http://www.workinfonet.bc.ca/ 
 
Your one-stop shop for On-line Career, Job and Labour Market Information 
in British Columbia. 
...................................................................................................................................... 

...................................................................................................................................... 

...................................................................................................................................... 

...................................................................................................................................... 

...................................................................................................................................... 

...................................................................................................................................... 

...................................................................................................................................... 

B.C. Aboriginal Network on Disability Society 
http://www.bcands.bc.ca/ 
 
BCANDS provides a variety of support services and resources to help 
B.C.'s aboriginal people with disabilities, and others associated with the 
disabled. Aboriginal people with special needs direct and control the 
organization, a registered non-profit society with about 1900 members. 
...................................................................................................................................... 

...................................................................................................................................... 

...................................................................................................................................... 

...................................................................................................................................... 

...................................................................................................................................... 

...................................................................................................................................... 

...................................................................................................................................... 

 

 

  


