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Introduction
Coaching and mentoring are practices carried out within organisations and can provide many benefits, some of which “provide employees with a way to connect, learn and grow within the company and along their own career paths giving them higher job satisfaction which leads to increased productivity and reduced turnover” (Mundy 2021).  
To be effective, coaching/mentoring require specific skillsets such as:
· Listening skills 
· Empathy
· Questioning
· Goal setting
· The ability to give feedback.
· Honesty
· Self-awareness
Both time and effort must be given to the mentee/trainee for it to work and if practiced correctly, can benefit the organisation in ways such as succession planning, employee motivation and possibly more contentment throughout the workforce.
Successful coaching/mentoring will give managers more time to manage the business strategically, instead of being caught up in day-to-day operational tasks, hence freeing up time for higher level activities.  It is a management style, where some organisations struggle to find time or to understand its importance.  Company “X” can put itself in this category. 
The Company I will be discussing within this project will be called Company “X”, here I have been working for 4 years as the HR Manager.  Company “X” is a manufacturing Company with 100 employees, 9 of whom work off-site, travelling around the UK and the remainder working on-site. There is very little coaching/mentoring carried out at site and not a topic that is talked about very often by the higher management team.
The main stakeholders at Company “X” are the employees (including mentees/coaches), Supervisors/managers (coaches/mentors), the organisation, its customers and suppliers.







Lo1 – 1.1 Investigate the extent to which coaching and mentoring take place within an organisation.
Coaching and mentoring can take place in many forms.  There are informal ways as described by N Muruga (2017) as a “check-in or a catch up”, where conversations are often light in structure such as a supervisor talking with a member of staff in a one-off conversation, or through feedback.  Conversations can take place in public areas e.g. corridors or even on the factory floor.  Company “X” carries out coaching/mentoring mostly informally.  Many one-off conversations are carried out via the manager and employee where they are being guided through their work tasks and offering feedback; there are no notes of these conversations. 
There are more formal ways for coaching/mentoring such as according to McGuinness (2008) “scheduled appointments” with structure and purpose, often relating to workplace goals.  Formal coaching/mentoring usually takes place in private and are confidential for the purpose of gaining trust with the coach/mentor.  Coaches/mentors can creatively apply techniques which may include one-to-one training, counselling & networking (S Atkins 2021), this can often take place during review meetings/appraisals.  There is no formal coaching/mentoring structure within Company “X”, however new inductees shadow a colleague for at least a week, then gradually work on their own.  Company “X” doesn’t have an induction policy currently to reinforce onboarding and help new recruits understand the process.  Some managers are currently resistant to coaching/mentoring and give reasons such as time and resource.  There is 1 department currently where coaching/mentoring is slightly more structured, but unfortunately no documented evidence of this can be found.
Quite often formal and informal coaching/mentoring can complement each other.  Mark McGuiness (2008) states that “In-house workplace coaching lies on a continuum from the formal structured workplace coaching at one end to the informal, on-the-run workplace coaching at the other – what you might call corridor coaching: the few minutes snatched in the corridor in the midst of a busy project”.  Many managers use both styles in complementary ways, known as a hybrid approach (Clutterbuck 2019), however this type of approach doesn’t exist within Company “X”.
Types of coaching/mentoring within organisations include:
	Performance Coaching

	Helps individuals to succeed in their roles, identifying any gaps in performance and to make improvements.


	Executive coaching
	Coaching with a senior person within an organisation.

	Peer/group Coaching
	Coaches working with groups/peers

	Line Manager/Supervisor Coaching
	Carried out by the coachees line-manager/supervisor

	On-line Mentoring
	Especially during the Coronavirus pandemic, this is being carried out more via organisations as employees are working from home

	1:1 Mentoring
	One mentor and mentee, the mentor is usually someone more senior to provide guidance, support and encouragement

	Reverse Mentoring
	When more junior employees have a different set of skills where they can mentor their own managers and co-workers

	Traditional Mentoring
	Carried out one-on-one and face-to-face where the mentor can give their full attention whilst encouraging individuals



Company “X”, will concentrate on Supervisor coaching/mentoring and in some cases 1:1 mentoring for newer employees.  Supervisors have an induction form that they follow for new recruits but no formal mentoring programme (EV1).  Supervisors are not taken out of their work environment for the induction so cannot always give mentees their full attention.
“Organisational policies and procedures can have an impact on how coaching/mentoring is carried out” (R Stephens 2016).  Company policies set out what is expected from employees and what they can expect from the company.  In some cases, there is a disconnect between what the policies say and what is being carried out (S Atkins 2021).  
Company “X” has a Training and development Policy (EV2), but no coaching/mentoring policy.  The Training policy requires updating and states “It’s a manager’s responsibility to coach their teams and identify employee development needs”.  This unfortunately isn’t being adhered to by most departments, which has caused a disconnect between some management who believe that coaching/mentoring is important.  This is causing a negative culture with regards to coaching/mentoring for both employees and some management positions.
Coaching should be open to all employees and chosen fairly.  Every employee should be treated equally throughout the process (Harvard Business Review 2017). However, as coaching/mentoring only exists within 1 department within Company “X”, fairness is not consistent throughout the business.
Performance reviews are sometimes seen as a way of coaching on annual goals, however, according to Keller (2021), “the two are dramatically different”.  Reviews are formal sessions designed to let employees know how they are doing, whereas coaching is usually more interactive to engage and support employees.  
Performance reviews can be positive for the employer as it reinforces expectations and provides information to support decision-making e.g. performance rewards. Annual reviews are not carried out within Company “X”, it was abolished approximately 10 years ago due to management feeling they were just a tick box exercise and there wasn’t enough time to complete them.
Since working for Company “X” I have introduced feedback meetings on completion of employees 3 months’ probation.  This is held by the supervisor and HR, it is used as 2-way feedback for an understanding on how the first 3 months of employment has been, there is no template used, however a letter is issued to employees (EV3).  HR have informally been encouraging supervisors/managers with feedback on their teams, which is being resisted by some but embraced by others.
A Directive Approach is currently being utilised by those within Company “X” who are embracing coaching/mentoring, this is a show, tell, do approach where supervisors are instructing their teams and showing them how to complete the task, (CIPD 2021). The evidence of this is work instructions (EV4).


1.2 Evaluate how current coaching and mentoring activity supports achievement of individual, team and organisational objectives.
CIPD (2021) mention that coaching/mentoring within an organisation helps to clarify organisational objectives and goals whilst improving performance of individuals and their teams and can be carried out by those who are able to direct employees correctly.  Within Company “X”, this would usually be the supervisors/managers as they are best placed to analyse the performance of the coachee/mentee and plan what actions to take to improve, support and motivate.  
“One of the most valuable roles that any coach fills are that of crisis management” (ILM 2021). Coaching/mentoring can assist in different ways such as when downsizing departments, a merger or addressing behavioural/performance issues. Whatever the reason, there must be support from top management and in turn be filtered down throughout the workforce.
Organisations are made up of different elements e.g. departments/people/goals, “changes in one of the parts create changes in one or more of the others” (Wolinski 2010).  EV5 shows an Organisational Chart of Company “X”.  These departments must align to work effectively.  To do this, “Systemic coaching is sometimes used as an approach to align individuals and the teams they work into their organisation” (Coacharya 2021).  Ideally, for a systemic approach, individuals should be coached so they understand its organisations policies/objectives/values and strategy to achieve the Companies goals.  If objectives become aligned, then the company and its employees are more likely to succeed.  Within Company “X”, it is only during employee inductions that policies and strategy are discussed.  However, HR has regular training with Supervisors and managers to discuss policies and certain training (EV6).
A company Mission Statement can help to clarify its goals and define its culture.  It is “an action-based statement that declares the purpose of an organisation and how they serve their customers” (E Nelson 2020).  Companies should work towards their mission statement.
Company “X” doesn’t have a mission statement, however, Company “Z” (its mother company) has a statement of core principles and Code of Conduct, which outlines how it drives its policies.  Employees are issued with these (EV7, EV8). These Core Principles are signed for during employee induction and give an overall vision of the company.  
At Company “X” employees are issued with a Company handbook (EV9).  Within the handbook are key principles (EV10).  People development isn’t mentioned within its principles or company policy, which could make its employees feel it is not important.
Before an employee starts within Company “X” a plan is circulated for them to spend a few hours with key people on site to get acquainted.  This usually happens after their HR induction (EV11).  Inductees spend the first morning with HR going through policies/procedures and the Company handbook whilst following an induction sheet (EV12). Once the HR induction is complete, the employee spends the rest of the first day meeting employees and receives a departmental induction (EV13).

1.3 [bookmark: _Hlk75112814]Assess factors in the organisation including other learning strategies which could impact on the further development of coaching and mentoring.
As can be seen (EV14), Company “X” is flat and lean in structure, with 2 directors sitting at the top and most managers having several different job titles.   The culture is currently that of low trust from managers who typically have been with the company for 25+ years and find organisational change difficult.  According to CIPD (2020), the Denison Culture Index states that Employee Involvement often relies “on employees to make decisions by empowering them and developing them”.   As Company “X” doesn’t develop its employees, this can make a negative culture within the organisation.
Due to the lean structure, the resource for employees to act as coaches/mentors is very difficult to manage.  There is vast potential and capability of mentors within Company “X” due to the skilled workforce, however, they do not utilise this potential as it means taking employees off their job.  Company “X” will however, be recruiting over the next few months as key positions within the business will be retiring and hence leaving gaps within the workforce.  This is going to force the organisation to utilise its resources or to recruit more resources to coach/mentor these new recruits and change its current systems and approach.  Coaching/mentoring will have to play a big part with the new recruits and support by management is required to become more proactive in this area.  Company “X” is going to have to change its existing culture as explained by CIPD (2020) as “movement from the current known state to a potentially unknown state”.  This will have to start with its management team.
Possible financial implications here could include:
· Recruiting Temps to carry out production roles, hence freeing up time for those to coach/mentor.
· Overtime costs
· Salary increases for those acting as coaches/mentors.
· Training courses to upskill those identified as coaches/mentors.
Ideally, internal coaches/mentors will be used as employees know their roles very well and will be more cost effective, however as there isn’t a coaching/mentoring culture, identifying coaches/mentors may initially be difficult.  Those identified, may not have the capability, so in this instance, external companies will have to be used to help gain the skills, knowledge and confidence required to coach/mentor effectively.  Supervisors and employees themselves are best placed to coach/mentor within Company “X”, as Managers sometimes have other roles to do. 
All stakeholders will need to buy into coaching/mentoring i.e. employees, supervisors and managers.  Due to coaching/mentoring fitting in with the companies L&D strategy (CIPD 2020), HR is best placed to assist with this change in culture along with the Managing Director who will be the person making it happen.  Coaching/mentoring must now become a company objective, or these skill gaps could bring challenges to the business such as lack of production in the future. 
Within the wider Group of companies, Company “X” is lagging when it comes to coaching/mentoring and not as proactive as its sister companies, this is mainly down to a lean workforce.  Details on the Groups approach have been requested in the hope that this can help Company “X” with its approach and the wider HR strategy.
A SWOT Analysis can be used to assess the factors affecting Coaching/mentoring within any business, one has been produced for Company “X” (EV15).  SWOT can assist a business to identify what changes are required and helps businesses improve operations (CIPD 2020).
The Coronavirus pandemic has affected Coaching/mentoring and made companies rethink their strategy, values, policies and training and forced organisations to find new ways of working e.g. from home/online and hence update their strategies and mission statements. Working from home is quickly becoming the new trend which is being forced due to the Coronavirus.  Deloitte (2021 p 4) states that companies have had to “rethink outdated views and establish a new set of truths”, which has been awkward for many companies.  Many workers have been asked to re-skill and change their roles.  
Company “X” has been working throughout the pandemic.  Employees have not been coached throughout, apart from Coaching by HR on Coronavirus and keeping the business and employees safe (EV16).  It has therefore been more of a learn as you go approach, some employees have taken on more work due to sickness and this has caused burnout, loss of motivation and on a few occasions’ resignation.  Since the Coronavirus, Company “X” has only carried out coaching/mentoring for new starters.  
1.4 Make justified recommendations for how coaching and mentoring activity can be developed to benefit the organisation.
According to Mundy (2021), when coaching/mentoring in an efficient and productive manner “coaching and mentoring provides employees a way to connect, learn and grow within the company and along their own career paths”.  This will give higher job satisfaction and often lead to increased productivity and reduced turnover.
The below table shows further justifications and benefits to Company “X”, along with recommendations on developing coaching/mentoring to get the best out of its employees and managers: 

	BENEFIT TO COMPANY “X”
	Recommendation

	“Enhance an individual’s skills, knowledge or work performance” (CIPD 2020).

	Supervisors and Managers to attend a coaching/mentoring course to gain the skills required to coach/mentor their own teams.  There would be cost implications to this external training

	Sharing learning, which leads to enhanced knowledge of Company “X” and the way it works.  This could lead to better working relationships.

	Supervisors and managers to identify who within their teams are interested and would be committed in coaching/mentoring to impart their own knowledge to their teams

	Increased employee engagement

	Ask team members who would be interested in coaching/mentoring (involve everyone)

	“Building better personal awareness! (Knight 2021), 

	Reinvigorate teams and individuals, let them coach others, this will often give employees a lift and positive outlook at work.

	Achieving both individual and organisational goals and supporting specific skill development (Michael 2008)
	Senior management to think about the company goals with regards to coaching/mentoring and cascade these goals through the workforce so employees are working together.

	challenge and help individuals to change limited beliefs (CIMA 2008).  Helps with bringing change to the organisation and enhancing working partnerships between managers and employees.

	For those managers who feel that it is a waste of time to coach/mentor and for those who are resistant to change, they require educating as to the reasons why Company “X” need to change.  This will have to come from senior management meetings.

	Plan and take advantage of potential new opportunities.  If new recruits know there is a good training/mentoring/coaching package within the business, this could in-turn attract new talent and give Company “X” an edge over their competitors.

	A better induction process needs to be put into place to help with new recruits.  Supervisors must be allowed to take time out of their days to coach/mentor individuals.  This could be done by deputy supervisors taking over the supervisor’s role for a short time whilst coaching/mentoring takes place.



The table below shows best practice examples of coaching/mentoring as described by Birkbeck University of London (2014):
	Best Practice
	How to Carry it Out

	Understand the mentees needs and expectations
	Company “X” must be open with what they want to get from coaching/mentoring and its objectives.


	Be clear on how much time is to be given to coaching/mentoring to both the coach/coachee and mentor/mentee.
	Enough time must be given by Company “X” for it to be effective

	Coaches/mentors must avoid being judgemental and be respectful with the time given.

	Coaches/mentors must build good relationships with their mentees/coachees and not judge on what is being said

	Confidentiality is important and both mentors/mentees must understand the importance of this
	Trust must be important for the relationship to work.
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LO2 - 2.1 Promote the benefits of coaching/mentoring within the organisation, recognising and addressing the potential barriers.
According to BrightHR (2021), by developing and enhancing employee skills through coaching/mentoring makes employees more valuable to the company.  When employers are interested in the growth of its employees, it shows that the business care about their progress which can increase their loyalty and engagement.  Company “X” doesn’t promote coaching/mentoring, however with the increased need to change the existing culture and become an employer of choice, the company needs to recognise that it needs to change. Faragher (2012) says many HR professionals are now asking coaching providers to “kick-start” a programme that creates that organisational shift towards a coaching culture, however with the cost implications of this, it may not be feasible for Company “X” and internal coaching/mentoring may be more suitable.
To raise awareness within Company “X”, internal notifications and marketing bulletins could go out to employees explaining the positive effects it will have on both the organisation and its employees.  This communication can be put on noticeboards requesting those interested in becoming a coach/mentor to employees to inform their supervisor (a draft poster can be seen in EV25).  This is cost effective and gives all employees the choice to put their names forward instead of the supervisors/managers choosing who to get involved.  A barrier however could be that not everyone reads the notice boards, so a copy of the communication will also be given with payslips.  Managers and supervisors can also communicate this information to their teams to promote coaching/mentoring even further.
A draft PowerPoint training presentation has been drawn up for supervisors and managers to promote coaching/mentoring within Company “X”.  The presentation will highlight the skills, knowledge and behaviours required, along with the benefits to coachees/coaches/managers and the organisation and touch upon elements that may help coachees/mentees be more prepared to engage in C&M in the future (EV24).  A barrier that could be faced with this training is getting everyone together in a room (Coronavirus and time constraints are the issues), however the presentation can be sent to all managers via e-mail for them to review or a zoom session can be held.







2.2 Contribute to the development of organisational coaching/mentoring processes. 
The aim of changing the current culture within Company “X” is so that employees become more engaged in coaching/mentoring. Conversations and changes are currently underway on improving coaching/mentoring within the business.  I took the opportunity to speak to the Managing Director (MD) about making some changes and improvements on Friday 7th May 2021.  Rough notes were taken of the conversation (EV17).  During the meeting, I attempted to justify my reasons for change, giving reasons on how the Company could benefit and have a better culture as a result (information from the table in question 1.4 was discussed).  It was agreed that I would assist with training our supervisors and managers on why coaching and mentoring is important and to put a PowerPoint presentation together (EV24). 
According to Knolskape (2021), it is important to educate managers on the “why” i.e. show them the purpose of coaching/mentoring”. When managers and leaders coach or mentor with a clear purpose, they may be able to better see the collateral benefits of coaching/mentoring.  
A new training room will be made available to assist with sessions of coaching/mentoring in a more professional manner.  I will assist the supervisors/managers in selecting the coachees/mentees to ensure that there is no favouritism and that selection in fair.
We also discussed how to drive improvements through the business.  The MD will be assisting with brainstorming ideas on how to utilise coaching/mentoring for the company and talk to the senior team on how to make this happen.  The MD agrees that Company “X” needs to make changes to create better working partnerships between employees, change the current culture and hopefully help to make the organisation a Company of Choice in the future.  
Last month, HR carried out a review on current skills within the business, identifying that over the next few years, key employees are going to be leaving and hence with no succession planning in place, this will be leaving skills gaps and issues that the company must address immediately.  This is a good starting point for coaching/mentoring within Company “x” and has made the management team re-think their coaching/mentoring approach and meetings are already taking place to establish the best way to do this.  Several ideas have been discussed with HR and others such as:
•	HR have contacted local colleges on recruiting apprentices (EV19).  
•	The induction process will become more structured, with supervisors taking the lead on organising their teams.  A new induction policy and timetable will be drawn up by HR for new recruits to follow, to assist in enhancing their coaching/mentoring experience (a draft version has been written up, however will vary depending on the department EV20).  
•	Supervisors and managers are to complete Equality, diversity and inclusion, managing people and performance training through the ACAS website to understand its importance and why employees should be treated equally.  This has already started (EV21).   
•	An appraisal system is to be brought in at the end of the year, currently the forms are being circulated by HR (EV22) and managers are to be trained on how to complete them, ensuring that 2-way feedback takes place and training is discussed.  Appraisal techniques have been drawn up to help with training on how to complete appraisals (EV23).
•	A group HR meeting is taking place next month.  During a telephone call with the chair of the meeting, I have asked that coaching and mentoring is added to the agenda in the hope that policies and approaches from other companies can be shared and discussed.  

2.3. Support coaches/mentors to build and develop the knowledge, skills and behaviours required for the role.
Coaches/mentors, develop skills such as listening skills whilst supporting the coachee/mentee.  This helps to advance their ability on questioning.  Star (2011), says there are 4 types of listening, Cosmetic Listening, Conversational Listening, Active Listening and Deep Listening as shown below:
[image: ]
The mentee can bring new ideas to the coach/mentor and hence give them a new lease of life in the process.  However, according to Forbes (2018) “Coaches or mentors not experienced with guiding new or young hires may accidentally impede improvement while trying to help”.  It is therefore important for Line managers to have the skills and knowledge to carry out this task or the business and its employees will suffer.  As already mentioned, a draft PowerPoint presentation has been created to help with this (EV24, slides with notes are included) and will be rolled out once agreed.
According to Haill (2015) “Coaching/mentoring creates and builds confidence, creative-thinking, responsibility and commitment for the coach/mentor”.  They will also see improved working relationships amongst others and according to Institute of Coaching (2020), “their own performance benefits”.
Coaches/mentors may see satisfaction in their own roles. It is said by Zahid (2019), that some organisations are struggling with poor performance by managers.  Therefore, for managers to be proactive and have improved performance, “coaching and mentoring is a cost-effective intervention, helping them develop ideas and discuss decisions” (Zahid 2019). Very often, coach/mentors have insights into workplace issues and sometimes personal issues.  It is very important that the coach/mentor understands about confidentiality and any consequences if trust is breached.  According to Robbins (2019) “a certain level of trust is a non-negotiable requirement for any kind of coaching to work”, hence why it has been agreed for managers/supervisors to use the ACAS courses in confidentiality to assist with this.
Whilst running the PowerPoint training, HR will incorporate a YouTube video on How to Coach and Mentor in the workplace by the Pathway Group (2014) (the link will be included on the PowerPoint slides).  To assist coaches/mentors, HR will run support meetings, ensuring that any issues are being dealt with and for some feedback.  

2.4. Assist potential coachees/ mentees to understand and participate fully in coaching/mentoring programmes.
Coaching/mentoring is an important part of continuous performance management. “When managers maximise employee potential and surround employees with supporting talent, they put their teams in a position to grow and help the organisation succeed” (Strange 2001).  Both parties require the right mindset to engage in these activities and can assist each other throughout the process.
There can however, be several challenges when managing a mentoring programme, one of the main ones being participation of the coachee/mentee.  Lack of participation could be due to a lack of understanding of what coaching/mentoring is, not understanding the reasons why it is being carried out or its benefits, also it needs to be considered if is it the right style for them (not one size fits all).
Elements that may assist coachees/mentees be more prepared for the coaching/mentoring process can include:
· Understanding why they are there, what do they want to achieve out of the process? Be prepared for the mentor to ask these questions.
· Have goals in mind, what direction they would like to go within the business so the coach/mentor can map out a plan (Lim 2019).
· Research a little about who the mentor/coach is before starting e.g. employment history, this will help coachees/mentees to know how to utilise their time.
· Be prepared to give feedback on how the coaching/mentoring sessions are going, are they getting what they want out of it?
Feedback is important for the coachee/mentee, this can be in the form of conversations during meetings, 360 feedback or a questionnaire.  This helps with evaluating on how the sessions are going and where any improvements can be made.
Currently, there are no feedback forums that exist within Company “X”, no employee surveys or appraisal systems to help with the coaching/mentoring process.  However, is a recommendation for the company going forward.
The following which is based on Kirkpatricks Evaluation Method (1959), can also assist with evaluating the process:
· Reaction of the student – How do they feel about the process?
· Learning – Is there an increase of knowledge because of the process?
· Behaviour – What is their behaviour like during the process, are they engaged?
· Results – Are there any positive or negative effects on the organisation resulting from the coachees/mentees performance?
With clear workable goals and visible improvements from coaching/mentoring, employee motivation and job satisfaction ramp up along with self-confidence and appreciation (Backlaw 2019).  Once in place, Company “X” must ensure that these improvements continue, and both the Company and employee do not go back to their old ways.

2.5 Support the on-going evaluation and continuous improvement of the organisation’s coaching/mentoring programmes.
There is not much evaluation within Company “X”, this could be due to time constraints or perhaps because Managers are not trained in how to carry it out.  There are a few evaluation forms that already exist within Company “X” around training, however, are very rarely used and will need to be adapted for coaching/mentoring (Ev26, shows a development review form.  EV27 shows an Apprentice/Trainee review form and EV28 shows an Individual Learning Plan). The Individual Learning Plan has recently been adapted for 2 departments and was e-mailed to the Warehouse and Engineering Manager for suitability and for feedback.  Their responses are within EV29, both were happy to start using the form once they had been trained on its use.  
I am currently co-ordinating coaching/mentoring sessions with the Warehouse Manager (I will be carrying these out myself), evidence can also be seen within these e-mails for training sessions.    
I have been discussing my plans for coaching/mentoring within the organisation with the Managing Director (Andrew Jones) and my manager (Rob Davies).  Both have agreed that there is lots to do in this area and have shared ideas with the wider management team.  To start the coaching/mentoring process, I created an induction policy as this is where the whole process starts.  I sent a draft copy of the policy to both managers (EV20) who have endorsed the process, their feedback is attached (EV30).

EVIDENCE LO2
(EV17 notes of meeting with MD)
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(EV18 – E-mail to the college requesting an apprentice)
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(Evidence 19 – Induction Policy and Checklist)
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(EV20 ACAS Training)
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(EV21– Staff appraisal form)
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(EV22 – Staff appraisal techniques/training)
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(EV23 – PowerPoint training)
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A mentor in the workplace is “a relationship in which a more experienced colleague shares their greater knowledge to support the development of an inexperienced member of staff” (CIPD factsheet 2020). 

Coaching is” A process by which the coach, through direct discussion and guided activity, helps an individual to solve a problem, or do a task better than would otherwise have been the case”.
Clutterbuck, D. and Megginson, D. and Bajer, A. (2016) Building and Sustaining a Coaching Culture. London: Chartered Institute of Personnel and Development

• Coaching can be very short sharp mini sessions, it can be coaching language encouraged throughout the day, or it can be several hours of introspective analysis.
• Mentoring tends to be more informal and can be a catch up in the corridor, Coaching is generally more structured and meetings are scheduled in on a regular basis.
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Chapter 15 of the Tao of Coaching, Landsberg - talks about how people become defensive and threatened when confronted with a new way of doing things and we often resist.  However, by a coach asking a coachee a question, the brain becomes engaged in a process of exploration rather than one of defence. 

As a Company, we should be wanting to progress with Coaching/mentoring for the following reasons: 

 individual development and focus on morale, productivity and motivation.  
 good rapport between both parties.
 “Observe, listen and ask questions to understand the individual’s situation” (S Atkins 2021)
 support individuals and give advice, whilst being non-judgemental. 
 can be incorporated into L&D programs.
 Creatively apply techniques which may include one-to-one training, counselling & networking (S Atkins 2021).
 Job-specific guidance and direction
 The ability to learn from senior employees (S Bahu 2021)
 The opportunity to hone skills and learn from mistakes.
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Very often, coach/mentors have insights into workplace issues and sometimes personal issues.  It is very important that the coach/mentor understands about confidentiality and any consequences if trust is breached.  According to Robbins (2019) “a certain level of trust is a non-negotiable requirement for any kind of coaching to work”.

Some skills such as empathy, curiosity and intuiting are natural abilities or will increase with your experience and practice as a coach (Schuy 2020).

The following skills are useful when coaching/mentoring:
Goal setting – Build well defined and achievable goals.
Actively Listen - Listen to what the coachee/mentee is saying, gathering information
Building Rapport – Such as non-verbal body language (S Atkins 2021)
Questioning -Funnell technique This technique involves starting with general questions, and then drilling down to a more specific point in each (Open, Probing, Closed) (S Atkins 2021) 
Observing - read the gestures, take in the emotions and thoughts and read between the lines (Schuy 2020)
Provide structure - The session is used to find new solutions, inspiration, impulses and to think about the action steps to take before they achieve their goals.
Feedback -It should be clear, relevant, constructive, solution-focused, positive and motivating.
Regular check ins - This helps both coach/coachee to recognise their progress and success since the last session and ensures the understanding of each other. It’s also a perfect way to check if the coachee/mentee is happy with the coaching (Schuy 2020) 
Patience – Coaches should show patience with coachees/mentees and keep calm, helping them to learn.
Pause – Let the coachee/mentee have time to answer questions.
Communicate – According to CIPD (2021) – The listeners impression is based on 55% Body Language, 38% tone and 7 % words.
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Behaviour - The way in which someone acts or conducts their self, especially towards others or in response to a situation or stimulus (S Atkins 2021)

The Betari Box, seen above is a simple model that can help us to understand the impact that our attitudes and behaviours have on the attitudes and behaviours of the people around us.  Showing self-awareness to break these cycles and re-frame (S Atkins 2021)
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The diagram above shows the knowledge, skills and behaviours required by coaches/mentors. “By defining coaching through behaviours, we can present clearly what great coaching looks like through the eyes of the participant. Behaviours also provide a connection to the knowledge and skills required to help enhance a person’s experience or performance” (The Coaching Team 2019).

Communication – listening, questioning, demonstrating, explaining, prioritising information and working out the best way to communicate with others.  A behaviour is thinking about when to communicate and how to communicate.
Relationships – Building a rapport and finding a connection with the individual.  Being able to connect and be positive and respectful to the coachee/mentee.
Planning – Session planning while maintaining safety and identifying any risks involved.
Reviewing – Offering feedback to individuals, whilst identifying any opportunities that present themselves.  A behaviour could be reflecting on your own experience and coaching practice.
Collaborative – Opening and support networks you may have and identifying when the coachee/mentee requires additional support.  As a coach/mentor, you should be able to offer support and that of others when required.
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There are numerous possible reasons why Mono do not carry out coaching/mentoring such as:
• Busy work schedules, not having enough time to invest in it.
• Not understanding the benefits of coaching/mentoring.  More education required.
• Lack of skills within the workforce to carry out coaching/mentoring. 
• Employees not wanting to take part, possible reason include coaching/mentoring being new to employees (not everyone likes change) or employees not understanding the importance of it.
• A negative culture around training/coaching and mentoring – managers thinking it’s not important has a negative effect of others.
• Reward – We cannot always offer a monetary reward for employees taking part.  We can, however, think of other possible ways such as changing their job role or just a thankyou from a director. 
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workplace coaching and training, mentoring and coaching in the workplace - Bing video. 

The above link gives additional information on coaching/mentoring and what benefits it can offer your departments.

Clutterbuck et al (2018), mention benefits to individuals and the Company for carrying out coaching/mentoring such as:
• An increase in confidence for the mentee/coachee as they are finding out more from others about the company, the feeling of empowerment.
• New ideas from the coachee/mentee, they can sometimes see things differently.
• Closure of skills gaps – more employees to do more roles.
• Engaged employees.
• Progression for individuals wanting to enhance their career prospects.
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When promoting the scheme to potential mentors and mentees you will need to provide an outline of the scheme’s benefits, requirements and expectations (University of Sussex 2021).

 To get the best suitors, it is useful to ask people to provide some information about their mentoring expectations, requirements and skills when they register their interest in the scheme.

When Employees are given the opportunity to develop, they are more likely to engage in the process and the organisation (Insala 2019)
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According to Haill (2015) “Coaching/mentoring creates and builds confidence, creative-thinking, responsibility and commitment for the coach/mentor”.  

They will also see improved working relationships amongst others and according to Institute of Coaching (2020), “their own performance benefits”.
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Coaching/mentoring benefits the organisation.  According to Jones & Gorell (2014) “where coaching happens at every level, it adds to the bottom-line performance.  Gallup (2019) also states “Coaches empower workers to take on challenges and use their strengths, which engages workers”.
In addition to the above, there are other benefits of coaching/mentoring to the organisation such as:
•Increased skills, creativity and knowledge of employees
•Loyal and committed employees – Job Satisfaction, making the time to develop team members will enhance the morale and loyalty to the 	company. Employees will feel more valued within the company (Hattie 2020).
•A positive change in culture and employee relations - As senior- and junior-level employees interact more frequently, they’ll grow more comfortable around each other. They’ll cultivate a deeper trust in each other and create stronger bonds of unity (Bahu 2021)
•Customer satisfaction – Not so many errors on orders as more skills within the workforce
•Improves morale and engagement - Increasing morale and loyalty will mean that you are improving employee retention
•Increased productivity and retention - Bringing individuals up to speed with company processes will allow them to work efficiently. They will be able support their other colleagues when needed (Hattie 2020). 
•Improved communication and relationships

There are however some drawbacks to coaching/mentoring; According to Forbes (2017), the coaching industry has “failed to consistently and comprehensively calculate coaching value”.   Other drawbacks include employees wanting to leave the company once mentoring has ceased to progress their own careers elsewhere.  In some cases, there could be a creation of false expectations for the employee.  Quite often once coaching and mentoring is complete, the employee goes back to their old ways.  Employees may require a pay increase, which some organisations cannot agree to.  In some instances, there may be an incorrect matching of mentor/mentee which could cause issues such as the coachee/mentee not listening or misbehaving.
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• Employees want constructive feedback from their managers, but don’t always get it. Employees want to know how their performance is viewed, what they’re doing well, and what they need to improve. Feedback shouldn’t just come from the manager. Employees should be encouraged to provide feedback to each other and to you, their manager (Stange 2021)
• Employee listening is an essential part of coaching. It opens you to different concepts you hadn’t previously thought of, and it makes employees feel heard.
• No two employees are exactly alike. They come from different backgrounds and have varying personalities, strengths, and weaknesses. Connecting employees with their peers opens new possibilities and creates a more connected workplace.
• When an employee succeeds or goes over the top, let them know that you noticed (Stange 2021)
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According to Downey 2003, the role of the line manager can be divided into 3; Leadership, Mentoring and Coaching, each overlap as shown.

“As a line manager, one of your principal responsibilities is to develop your direct reports” (Clutterbuck 2018)

A Line Manager is best placed to coach/mentor employees within a business for the following reasons:
• They are leaders, having regular conversations with their teams on its procedures, values and how to achieve goals.
• They are role models.
• Can inspire and motivate their teams.
• Give feedback on their team’s performance.  Be specific, descriptive but not judgemental, making sure it is your own feedback (Atkins 2021)
• Able to train team members on the job.
• Give Appraisals
• Set goals for their teams.
• Attend interviews and disciplinary meetings.
• Plan and organise their team’s workloads.
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There are several types of coaching/mentoring, here are a few to look at:
 Traditional Mentoring – Carried out one-on-one and face-to-face where the mentor can give their full attention whilst encouraging individuals.  This type of mentoring can be tailored to individual needs and provides a low stress environment.
 Reverse Mentoring – When more junior employees have a different set of skills where they can mentor their own managers and co-workers.  This can often assist with knowledge sharing throughout the business.
 1:1 Mentoring – One mentor and mentee, the mentor is usually someone more senior to provide guidance, support and encouragement.  Concentrating on building relationships and the mentees skill level over a period.
 Performance Coaching – Helps individuals to succeed in their roles, identifying any gaps in performance and to make improvements.  Coaches work to develop targets and plans for individuals.  The GROW Model can be used here to assist with improving performance.
 Executive coaching – Coaching with a senior person within an organisation.  The coach helps identify how the executive is perceived by others, understand their own competencies and identify goals on how to reach them.  The OSCAR Model (explained below) could be used here; instead of focussing on the problem, it focusses on finding a solution.
• Peer/group Coaching – Coaches working with groups/peers.  There can be different focusses e.g. team building or developing and managing your career.  Benefits include more people to give ideas and to learn from peers’ experiences whilst learning in a group environment.  Peer coaching can be a good way of promoting self-belief by observing others.  The GROW model can also be used here as it embeds a change in behaviour and awareness whilst helping with support and reflection.
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Coaching models assist in providing a framework for coaches to follow during discussions with their coachee, they do not have to be used rigidly, however can be used to steer conversation.  Sir John Whitmore (1937-2017) created the GROW Model as a process of implementing coaching/mentoring and used this model as you would plan a journey. 

For Coaches to be more effective, different approaches may be useful e.g. adapting models.  Further models that can be used are the ACHIEVE Model, Egan’s Skilled Helper or the OSCAR Model to structure a coaching session:
O - Outcome i.e. what do you want at the end of the training?
S - Situation i.e. what is impacting you now?
C - Choices and Consequences i.e. what is stopping you form achieving, what are your actions?
A - Actions i.e. What are you going to do for your next steps?
R - Review i.e. How will you measure your progress?
 The above OSCAR Model emphasises how to overcome barriers when training and helps individuals to think on how to review their actions.
It’s important to choose a model that works best for you, the common themes of questioning, listening, clarifying and reframing are typical of many of them (S Atkins 2021)
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Directive coaching is about explaining and demonstrating, following a process of show, tell and do, whilst non-directive is where the coachee is encouraged to find their own answers.  However, both styles can be used.

• According to CIPD (2021), Asking is more empowering – telling is more controlling.

• On a sliding scale from 1 – 5 (with 1 being the first thing to try)
• Ask questions and paraphrase.
• Make suggestions.
• Demonstrate
• Give advice.
• Tell what and how.
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Further information and guidance can be given by your manager or HR.
There are also several good articles on the internet and video clips on YouTube as mentioned earlier in the presentation.

(EV24 – Draft Poster)
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(EV25 – Development Review Form)
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(EV26 – Apprentice/Trainee review form)
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(EV27 – Individual Training Plan)
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(EV28 – e-mails form Managers regarding use of Individual Training Form)
[bookmark: _MailOriginal]From: Laura Daniel 
Sent: 30 June 2021 10:55
To: Heulwen Evans
Subject: Training

Morning Heulwen, 

As mentioned, to assist you with your on-going leaning for your role of Warehouse Manager, I have looked into some courses that will hopefully help you going forward with managing your team.  As you have already completed Level 3 in leadership and management, I recommend that you now look at completing level 4.
This will benefit you in so many ways and give you confidence when dealing with more difficult aspects with your team.  I will arrange for the tutor to come to site and talk to you in more detail on what is involved.  As with your previous learning, I will be available to assist you with the activities and guide you through areas where more experience may be required.  

I also include a training plan on further courses I think would benefit your management training.

As already discussed, I will arrange for us to have a training session on our internal disciplinary and grievance policy and on coaching and mentoring the warehouse team.

Please let me know your thoughts.


Kind Regards

Laura
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This e-mail, and any files transmitted with it, is confidential and intended solely for the individual or organisation to whom it is addressed.  If you received this e-mail in error or are having problems sending emails to MONO Equipment personnel, please notify the System Administrator - postmaster@monoequip.com. MONO Equipment reserves the right to block any email attachment we deem inappropriate and to also reject any inbound connections from blacklisted servers.  Any email meeting the above criteria will be automatically rejected without notification given to the original sender. Any views or opinions expressed in this email are those of the sender and do not necessarily coincide with those of MONO Equipment or the AFE Group.

From: Heulwen Evans 
Sent: 30 June 2021 13:26
To: Laura Daniel
Subject: RE: Training

Thanks very much for the information, the level 4 course is definitely what I am looking for at the moment to help me lead the team.  I will have a look at the training plan, can I use this template for my team going forward?
I am available next week for the coaching and mentoring session, Friday suits best as it is quieter for us here if that's ok? Probably the week after would be best for the disciplinary training.
Thanks again for your help on this.
Heulwen
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This e-mail, and any files transmitted with it, is confidential and intended solely for the individual or organisation to whom it is addressed.  If you received this e-mail in error or are having problems sending emails to MONO Equipment personnel, please notify the System Administrator - postmaster@monoequip.com. MONO Equipment reserves the right to block any email attachment we deem inappropriate and to also reject any inbound connections from blacklisted servers.  Any email meeting the above criteria will be automatically rejected without notification given to the original sender. Any views or opinions expressed in this email are those of the sender and do not necessarily coincide with those of MONO Equipment or the AFE Group.
From: Laura Daniel 
Sent: 30 June 2021 12:21
To: Alex Davies
Subject: Training Plan for Daniel

Hi Alex

I know we have had a few conversations lately regarding Daniel and his Graduate training, coaching and mentoring him etc.
I have put together a quick template that we can use for his future training.  This hopefully will help us with planning for his future and for him to see that we do want to invest in him long term.

It would be worth sitting down with Daniel over the next few weeks to discuss this with him, I can join in the meeting if you want and get some input from him, where does he see the role going as well as us? (He isn’t always going to be a graduate, we don’t want him to leave after a year when he has his experience, so really need to focus on some structure for him).  

We can also use this template for his internal training?  Please let me know your thoughts and if you think this is a good idea to move forward with.

Kind Regards

Laura
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This e-mail, and any files transmitted with it, is confidential and intended solely for the individual or organisation to whom it is addressed.  If you received this e-mail in error or are having problems sending emails to MONO Equipment personnel, please notify the System Administrator - postmaster@monoequip.com. MONO Equipment reserves the right to block any email attachment we deem inappropriate and to also reject any inbound connections from blacklisted servers.  Any email meeting the above criteria will be automatically rejected without notification given to the original sender. Any views or opinions expressed in this email are those of the sender and do not necessarily coincide with those of MONO Equipment or the AFE Group.

From: Alex Davies 
Sent: 30 June 2021 12:27
To: Laura Daniel
Subject: RE: Training Plan for Daniel

Ye, good idea

I would rather if you were present during the sit-down discussions regarding his future etc, and whether enrolling him on courses allows us to tie him down for a certain amount of time after.

Alex


(EV29 – Evidence of endorsement of Induction Policy from Directors)
From: Laura Daniel 
Sent: 30 June 2021 17:05
To: Andrew Jones; Rob Davies
Subject: Induction policy

Hi Andrew/Rob

With the amount of new starters we have had recently and also more to come, I thought I would put together an induction policy and revamp the current induction forms.
I know it has been mentioned many times that we need to on-board new employees differently especially those new to employment, who perhaps require more structure.

Can you please have a look at the attached and let me know if you are happy for me to forward this onto managers so they can understand the importance of on-boarding, I will also spend time with those managers to go into it in more depth.
I am working with both Heulwen and Alex at the moment, putting a training plan together for each new recruit.  I will hopefully be rolling this out to everyone to make the experience a bit less daunting and for each person to know that we have a plan and some sort of structure for them.
If you could let me know your thoughts, that would be great.
Thanks

Laura
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This e-mail, and any files transmitted with it, is confidential and intended solely for the individual or organisation to whom it is addressed.  If you received this e-mail in error or are having problems sending emails to MONO Equipment personnel, please notify the System Administrator - postmaster@monoequip.com. MONO Equipment reserves the right to block any email attachment we deem inappropriate and to also reject any inbound connections from blacklisted servers.  Any email meeting the above criteria will be automatically rejected without notification given to the original sender. Any views or opinions expressed in this email are those of the sender and do not necessarily coincide with those of MONO Equipment or the AFE Group.

From: Andrew Jones 
Sent: 01 July 2021 09:28
To: Laura Daniel; Rob Davies
Subject: RE: Induction policy
Yes looks good.
Please issue...

From: Rob Davies 
Sent: 01 July 2021 08:26
To: Laura Daniel; Andrew Jones
Subject: RE: Induction policy

Looks fine to me…………..very relevant to stress the importance that the relevant Manager has everything in place when the new person starts – i.e. chair, desk, e-mail address, PC etc……………it is also important that Graham has plenty of notice to set up PC’s, ERP system, E-Mail addresses etc.  He cannot be informed on a Friday that someone is starting on the Monday.

I would also add that the introduction to staff especially Senior Managers should be phased – I see little benefit of people meeting everyone on their first day when they have no idea of what is going on.
Conclusion
A coaching culture helps people at all levels improve employee engagement, empowers people to excel at their tasks, emphasises the importance of personal and professional development, rewards creativity, and helps people take pride in their responsibilities (Mattone 2018).  A coaching/mentoring leadership style builds personal and team morale where employees feel they are contributing to the success of the organisation.
A coaching/mentoring culture is not an environment where everyone always gets along, and no one is ever unhappy. It is a culture in which employees at all levels have space to grow, receive honest, helpful feedback, and pursue professional goals (Miller 2021).
Getting both managers and employees to change their perspective on coaching/mentoring is becoming increasingly important for the rapidly changing environment within Company “X”.  Although management have started making changes to coaching/mentoring, there is clearly still lots to do to contribute to the success of the organisation and to become the “Employer of Choice” that they are striving to become.

Recommendations 
The following recommendations are based on reflection of the current processes of coaching/mentoring within Company “X”.
Reflection is important according to the Open University (2021), as it helps to develop your own skills and to review their effectiveness.  It positively challenges the way we may have been doing things for several years by helping us to see if it can be done better.  It also means that “we are consistently learning from our experiences and applying what we have learnt” (S Atkins 2021).
Gibbs Reflective Cycle (1998), can help with this by helping to understand what coaches/mentors are doing well and what they can do to improve in the future: 
[image: ]
The below recommendations are based on the way that Company “X” currently view and carry out coaching/mentoring.  These recommendations would build on some of the already mentioned ideas and include:
· (Based on the Gibbs Cycle) The Training of Managers/Supervisors on coaching/mentoring (description). Currently they haven’t been trained, which impacts the company in many ways such as employee retention (feelings).  This is giving both employees and managers a bad experience (evaluation).  Managers/supervisors need to attend a training course, my PowerPoint presentation has been put together for this (analysis).  If the training/coaching/mentoring culture were different, this wouldn’t be such a problem (conclusion).  Company “X” will invest in training asap (action plan).  
· Now the Induction policy has been written and agreed, I will forward it to all managers/supervisors and carry out internal training on the process to re-enforce the importance of on-boarding employees.  The induction policy will show employees and those joining the organisation that we invest in our people and there is clear instruction of how we do this.
· I will strive for HR to have more of an influence on the decision-making regarding coaching/mentoring within the organisation and keep the Managing Director up to date with its feedback.
· Create Feedback forums e.g. employee forum or an ideas box/suggestion box, appraisal systems.
· Change the culture of the Company.  
Hopefully by implementing some if not all the above, will impact the coaching/mentoring culture positively.
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MONO Staff Training and Development Policy Page 1

Policy brief & purpose
Our Staff Training and Development Policy refer to the company’s learning and
development programs and activities.

In the modern competitive environment, employees need to replenish their
knowledge and acquire new skills to do their jobs better. This will benefit both them
and the company. We want them to feel confident about improving efficiency and
productivity, as well as finding new ways towards personal development and
success.

Scope

This policy applies to all permanent, full-time or part-time, employees of the
company. Employees with temporary/short-term contracts might attend trainings at |
their manager’s discretion. This policy doesn’t cover supplementary employees like
contractors or consultants.

Policy elements

Employees, managers and Human Resources (HR) should all collaborate to build a
continuous professional development (CPD) culture. It's an employee’s responsibility
to seek new learning opportunities. It's a manager’s responsibility to coach their
teams and identify employee development needs. And it's HR’s responsibility to
facilitate any staff development activities and processes.

What do we mean by training and development?
In aeneral we annrove and encoliraae the followina-
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&l Dear Craig,

° 1 am pleased to confirm that effective 01 June 2021, you have successfully completed your

3 probationary period with AFE Group LTD T/A Mono Equipment.

| You will continue to work in the role of Technical Author/Writer, reporting directly to Roy

&l Kitley (Marketing Manager)/Andrew Williams (Operations Manager).

B All other terms and conditions of employment remain unchanged.

| Congratulations and | wish you continued success in your future career with AFE Group LTD

El T/A Mono Equipment.

H Should you have any queries regarding this letter, please let me know.

el Yours sincerely

B °

-] Laura Daniel A
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STATEMENT OF CORE PRINCIPLES

AFE Group Ltd is committed to acting ethically and responsibly in all its business
relationships and its dealings with all stakeholders. Our Core Principles, set out below,
drive detailed policies, both at a Group level and within our individual business units.

= Our shareholders - We are ultimately accountable to our shareholders and our aim is
to maximise shareholder value over time and to manage risk appropriately.

= Our employees - We apply an equal opportunities policy to foster fair treatment of
our employees. We insist on the highest standards of health and safety in the
workplace, and expect all businesses and employees to adhere to these principles.

= Our customers - We seek honesty and fairness in our dealings with customers, strive
to meet agreed standards of safety and quality in our products and services. We
work to develop products which help our customers achieve their own
environmental and health and safety objectives

= Our suppliers - We seek honesty and fairness in our dealings, including payment of
creditors. We do not offer, pay or accept bribes.

= Our communities - We seek to be sensitive to the cultural, social and economic
needs of the communities in which we operate.

= Our environment - We work to minimise the environmental impact of our operations
and to enhance the sustainability of our products.

= This policy should be operated in conjunction with the AFE Group Code of Conduct
and Anti Corruption, Fraud, Bribery and Ethics policies.

These principles are regularly reviewed and endorsed by the Group Managing Director
of AFE Group Ltd. Further copies, and the detailed policies they support, are available
from your Human Resources Department.

If you wish to contact the Group Managing Director regarding our Core Principles,
you can write to the registered office address, 35 Bryggen Road, North Lynn Industrial
Estate, Kings Lynn, Norfolk, PE30 2HZ. Alternatively, they can be contacted by e-mail
at info@theafegroup.com or by telephone on 01553 817 554. -
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CODE OF CONDUCT

To Be Followed by Employees of AFE Group Ltd and its subsidiary companies

A. The Main Principles
Every employee must exercise scrupulous standards of integrity and honest conduct, and
must not allow private interests to conflict with his or her responsibilties as an employee.
In particular, no employee shall:

1. Dispose of or acquire any asset of any AFE Group Ltd company (‘the Company”)
for personal gain or benefit, or use any such asset in an unauthorised fashion, or
allow anyone else to do so;

2. Claim reimbursement of any expenses unless they are wholly, exclusively and
necessarily incurred for business purposes, or obtain them in an unauthorised
fashion, or allow anyone else to do so;

3. Accept any benefit from, or provide to, any person or organisation which has
current or potential future business dealings with the Company, in a way which will
compromise the position of the employee and/or the Company. “Benefit” includes
gifts (other than those with Company logos on), inducements, and entertainment,
which should always be declared promptly to the employee’s immediate superior
or if of high value or outside of normal practice then permission must be sought
from the employee’s Managing Director; it does not include modest refreshments
in the normal course of business. Gifts/entertainment provided by representatives
of the Company must be authorised at Director level. It is recognized that there are
cultural differences where refusal may cause offence. In such cases guidance
must be sought from employee’s Managing Director. Non-compliance to the
above will be taken very seriously and action taken through our disciplinary
procedures;

4. Reveal any confidential information about the Company or its employees,
customers or suppliers to any unauthorised party; or

5. Deliberately mislead the Company by making false statements in written or verbal
reports;

6. Behave in such a manner that might through their actions bring the Company into
disrepute. Whether on Company business or during any occasion that may be
associated with the Company’s operations e.g. training events, client entertaining,
whilst driving a company vehicle, social events financed by the Company etc.
Some events that are unassociated with the Company may also impact; such
things as fraud, or a brawl that affects more than one employee that may be
carried over into the workplace. These are only examples and so do not cover
every eventuality.

Issue Date : 1* January 2021
Version 11
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‘W recognise that we can only achieve our goaals if The Company and all our collsagues work
positvely together.

Collectively, we seck the success and fewards of developing and growing a proftable business.
Equally we recognise that many market demands and economic factors impact upon the
business and in overcoming these we must all have a committed and flexible approach to
delvering success.

Forthis reason, MONO Equipment's success as a business depends on us achieving the
following principles:

Hoalth and Safety: To maintain safe and healthy working conditions for all Employees.

Poople: To determine the future mix of skills and size of workforce fequired to plan and meet
“The Company's needs.

Recruitment and Selection: To ensure an adequate supply of sutable people o meet the needs
of the business.

Pay and Conditions of Employment: To offer pay and other conditions of employment that wil
attract, motivate and retain suffcient suitable employees

Grievance and Disciplinary Arrangements: To establish far and efective procedures for the
speedy resolution of grievance and disciplinary matters.

Equal Opportunity: To ensure wherever possible that il employees and poential employees
have equal opportunity,iespecive of Sex, Colour, Race, Nationality / Ethnic Origin, Gender,
Sexval Orientation, Age, Part-time Working, Social Status, Religion/Beliet, PregnancyMatemity
Disabilty and Martal Status

Communications, Consultation and Participation: To soek employees’ views, keep them

informed about, and promote employes involvement in, those aspecis of the organisation relevant
10 their interest through effeciive communication channels.

‘Security of Employment: To provide securty and continuity of employment wherever possible
thatis consistent with the need to ensre the on-going viabilty of the organisalion.

“Training: To st appropriate standards of performance and to provide training which ensures these
standards are met.

Code of Business Conduct: To ensure social espansibilty and to engage in honest and ethicsl
‘conduct witin the workplace.

“The Company believes that sound policies in these areas will improve the effiency of the
organisation and be I the best interest of s employees.
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From: Laura Dariel Sent: Sun 06/06/2021 19:20
To: ‘Laura Danel
«
Subject  FW: Craig - new starte induction
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From: Laura Daniel
Sent: 25 February 2021 16:41

To: Roy Kitley; Andrew Willams; Alex Davies; Mark Challinor; Phil Evans
Subject: Craig - new starter induction

As discussed with each of you, | have put together the below for Craig next week.

8am- 10am - Induction with Laura
10 am-11am — Factory tour with Andrew Willams
112m -12.30pm - Roy Kitley

12.30-13.00 lunch
13.00 - Alex Davies

14.00 - Mark Challinor

14.30 - Phil Evans

15.00-16.30 — HES on-line HES training

Any problems, just let me know

Thanks
Laura
D: +44 (0)1792 564 034
—_— P: +44(0)179256123¢
] E: |daniel@monoequip.com
_— MONO Equipment
° ) ‘Swansea West Business Park
i/l A Queensway, Swansea SA5 4EB
United Kingdom

‘Www.monoequip.com
Laura Daniel

HR Manager [f]v]:]in]o] -
Click on a photo to see social network updates and emil messages from this person.

Connect to social networks to show profile photos and activity updates of your colleagues in Outlook. Click here to add networks.
—

——
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HEALTH & SAFETY AND HUMAN
RESOURCES

INDUCTION PACK

Mono Equipment
Queensiay, Swansea West industrial Estate,
Swansea

sasags

Switchboard Tel: 01792 561234

HRTel 01792564034

Supervisor/Manager Tel: ..

JOBTITLE

START DATE

‘Arepresentative forthe company will discuss the items listed with you. It is YOUR RESPONSIBILITY

to ensure you read and understand the documents providedfor yourinformation. ffyou have any.

‘questions or queries, please dofeslfree o ask your Departmental Manager, Health & Safety or

"Human Resources contas.

HEALTH AND SAFETY PROCEDURES/DOCUMENTATION
Description

ire Alarms And Testing

Fire Exis, Evacuation Routes, Fire Equipment,
Evacuation Drils & Site Orientation

‘Occupational Health Overview

Medical Questionnaire

First Aider, Fire Warden andHS committee Members
Safetyat Work

AFE Groups Health & Safety Policy

PPE

Location of Risk Assessments for area
ManualHandiing

Control of Pedestians

Human Focus raining

Reporting Of Hazards and Near Miss Incidents
AccidentReporting and Investigation

Training Overview

HUMAN RE SOURCE S PROCEDURE S/DOCUMENTATION

"Mono's Contact Details
Personnel & Status Forms e.g. passport

Staff Handbook.

Pay date

Notice Periods

Pension, Auto-enrolment and life insurance
Location of toiletsivending

Site Securiy, Access Conirol and Timekeeping
Opt Out Form

‘Outline of role and clarfication of duties
Holiday Procedure and entitiement

Sickness & Absence Procedures

Zero Tolerance re: BullyingHarassment
Training

Noticeboards

Probationary Period

Code of Conduct

Ethics Policy

Car Policy

INIIAL ON COMPLETION





image14.png
W) =

3 Supenvisors Induction October 2019.doc (Protected View) - Microsoft Word - X
Home  insert  Pagelayout  References  Mailngs  Review  View > @
Protected View This file 23 2n e-mailattachment and might be unsafe, ik for more details. x
[ S R S S N AR TR SRR SRS ARNN THEN ENRE TR RS, JKF MR CINRY | KE TR MRS 53 3

: MONO MONO

H Departmental Employee Induction Departmental Employee Induction
| (To be completed by Supervisors/Managers for new and existing employees who have (To be completed by Supervisors/Managers for new and existing employees who have
N transferred departments) transferred departments)

Employee Name: Explain any particular safety rules for their area/tasks e.g.

Department: s Manual Handling - 2 person lifts

Start Date: * FlT'sinarea

Person Completing Induction: . H ity aress

o _Any known hazards in area

Activity g'ﬂ"f: by m"ed by Housekeeping: Importance of m: ing high standards of tidiness,
_ mployee nager stacking safely on shelves and racks, not obstructing routes, keeping
To be completed on the first day of employment/transfer aress clean.
| meeting with manager/supervisor. 1 the new starter authorised to use any chemical or flammable
H * First point of contact for issues or queries. abrtanns
H * Supervisors contact number given Which Ones:
©_Ordering of uniform
Ensure that they know where the basic amenities are Where are the substances kept?

= * lavatories
| * tea/coffee making faci hand tools to be used for the role?
B o eatingarea
| « lockers

car parking arrangements
ific points about working safety aspects of these tools

g * no smoking policy Ifladders are required for the role, where are they located?

dress code o Inspect ladder before using

»_hours of work and lunch breaks

nthe emergency procedures for your department:
evacuation exits and procedure
Assembly area Add here any additional health and safety discussions relating {0 Specific aspects of the job
location of fire extinguishers inthe area
name and location of the appointed first aider for the
department

*  Accident Reporting - who to report to

®_Near miss reporting — who to report to and procedure

B[]

14
.

Introduce the new employee to everyone inthe department
expl who they are and what their role s

‘Show employee where the risk assessments are located for their area. New Starter’s Declaration

- “Show employee where the PPE cupboard is located for new PPE and I confirm that | have received my Supervisors/Managers induction described above

o explainthe sign out procedure. New Starter

] *  Explainimportance of using PPE v
B *  Explain what PPE is required for the area and for the tasks the (Signature) (Date)

employee will undertake

Supervisor |
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recruitment and a new time and employees who vish to keep vorking
Brand Loyalty Good brand loyall means an employer | Exporl Recrutment required wilin the export affendance system (due fo Covid-19 and stay in the worklorce
of choice in the area. Better pool of funcion covering Russia and Asia. here is a recrufment and spending
applications when recruiting Not much focus in this area current freeze)
Experienced intenal and external training of Siccession lanning | Dus fo an aging wiorkiorce, as many. Financil Reserves | No drectimpact on R il use of project | Projects are somefimes nof fully
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3 Coronavirus (Covid-19) Policy Coronavirus (Covid-19) Policy
I Page 1 MONO Page 2
| Introduction Company Travel and Workingat Customer Premises

Mono Equipment has developed this policy on minimising the risk of Covid-19 spreadingin the
‘workplace through effective prevention and management. The Managing Director and
Managementteam recognise their legal duty to protectthe health of their employees and will seek
to follow Governmentadvice atall times with respectto the Coronavirus.

The policy seeksto ensure that employeesare aware of the issues relating to Coronavirus at work
and provides guidelines for managers and others on minimising the risk of employees contracting
Covid-19 through work and on dealing with the virus if contracted. This policy is reviewed

continuously and updated i

\e with Governmentinformation.
Business Case

‘Coronavirus has spread quickly across the world as a result of global traveland other
interconnections. Workplaces are an effective incubator for the virus, particularly if hygiene and
infection control is poor or if employees go to work when sick.

Coronavirus can have a potentially significant impact on the business. Anemployee off sick or seff-
isolating with symptoms of the virus can typically be absentfor 7-10 days. Aswellas the direct costs
of infection-related sickness absence, there are also indirect costs associated with lost productivity,
‘damaged customer confidence, poor service levels and employee wellbeing.

i

ingthe Risk of Virus Transmi

ion

Mono Equipment has a duty of care to maintain a healthy and safe workingenvironment. This
includestaking stepsto minimise the risk of employees contracting Coronavirus from colleagues,
customers or clients and also passingit onto others.

‘The Company will promote awareness and understanding of the issues and concerns relating to the
transmission of Coronavirus, including risks associated with the virus.

To this end, the Company will provide authoritative information on the nature and spread of
Coronavirus, including how to identify the symptoms and signs and the proceduresto be followedin
the eventof individual llness or an outbreak affectinga significant number of employees. This will

Non-essential company travelwill be postponed and meetings will be held via conference callsto
ensure that social distancing is met.

Site visits to customer premises will be restricted. Visits will be “essential only” and employees will
adoptthe hygiene practices as mentioned below.

Monoemployees are instructed to always follow customersite Covid procedures and are reminded
that guidance in Wales can vary to that throughout the Britsh Isles.

Employees working off-site willbe issued with Covid secure PPE, hand sanitiser and disinfectant
spray to take ontosites.

Face Masks are to be used at all times whilst on customer sites and the existing 2 metre social
distancing rule to be followed.

Visitors on-site

Visitors to Mono Equipment during the Coronavirus outbreak will be kept to a minimum and only if
essential. Visitors will sign in the visitor's book upon arrival and departure. Hand sanitiseris to be
used before admissionto the factory or meetingroomarea and when required (this s available at
reception). Visitors will adhere to the following guidance and hygiene rules whilst at Mono:

+  Alwaysadhere to the 2 metre social distancing rule
+ Donotshake hands

+ Ifany equipmentisto be touched, gloves must be worn for the duration and changed when
required

+ Ifthe 2metres social distancing cannotbe adhered to, a facemaskis to be worn for the
duration until 2 metres can be met.

+ Ensurethat regular hygiene standards are meti.e.wash handsfor 20 seconds with soap and
‘watershould they come into contact with anyone and after using the lavatory.

g bein the form of talks to the workforce, letters for those employees off work, Company notices and T
B telephone calls to employees by management. Visitors will be monitored by the Mono contact during their visit. 2
E . sbites . . K
“Coranavirus Policy January 2021 version 4.doc': 6578 characters (an approximate value. o
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Laura Daniel

From: Laura Daniel
Sent: 26 May 2021 10:19
To: “paul griffths'
Subject: RE: Apprentice

Hi Paul

Thanks s0 much for getting in touch so quickly. Yes ideally, we are looking for someone to work within our machine
shop with a day study leave per week to attend college.

It would be great if you could pop in sometime for us to go through the role (1 have attached a brief job description
for the time being). 1 wil ask our Production Manager Andrew to attend also 5o he can have a chat with you too.

1 don't know if you have availability either tomorrow or Friday?

Kind Regards

D: +44 (0)1792 564 034
P: +44 (0)1792 561234

E: Idaniel@monoequip.com
MONO Equipment

Laura
—
Swansea West Business Park
Queensway, Swansea SA5 4EB
Laura Daniel

United Kingdom

www.monoequip.com

R anager ooen

[ ~
ZBRITAIN

This i, and anyfles transmitted with i confidentaland intended solely for the Individual o organsation to wharm it addessed. fyou reclvd ths e
mai i ertor or are aving problems sending emails to MONO Equipment personnel, please noiy the System Adminstrator - pgstmister @monoscuip.com
MON Equipment reserves th ight o bock any email attachment we deem nappropriate and 1 alsoreject any inbound connections from bicklsted
servers. Any email meeting the above rteria wil be automatcall rejected without noificaton gven t th orgial sender, Ay views or opinions expressed n
this email are thos of th sender and do not necessarly concide with those of MONO Equipment o the AFE Group.

From: paul griffiths [mailto:paul.ariffiths@aowercollegeswansea.ac.uk]
Sent: 25 May 2021 09:37
To: Laura Daniel

& Erase

ning now.
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Mono Equipment Induction has benefis for all involved in the process. Employees who settle quickly into the
Gompany il become productve and efficient at an early stage and in fur wil experience
POLICY STATEMENT feelings of vorth and satisfaction.
Itis generally recognised that new employees are highly motivated and an effective induction
GENERAL process willensure that this motvation s reinforced.
Mono Equipment believes that al new employees MUST be given timely induction raining. This training 2. BENEFITS OF INDUCTION
is regarded as a vitalpart ofstaff recruitment and integration into the working environment. This policy,
assatiated procedures and guidelines define the Company's commitment to ensure that al staf are The advantages of an effective and systematic inducion process are as follows

supported during the period of induction, to the benefit o the employee and Company alice.
+ o enable new employees to setle into the Company quickly and become productive and

Am efficient members of staff within a short period of time.
+ Toensure that new entrants are highly motivated and that this motvation is renforced
It the aim of Mono Equipment to ensure that saffinduction is dealt wih inan orgarised and
consistent manner, to enable staff to be introduced into a new post and working environment * Jo Zsetin reducing staff fumover, lateness, absenteeism and poor performance
quickly, so that they can contribute effectively as soon as possible. This induction policy, generaly.
associated procedures and guidelines aim to set out general steps for managers and staff to +  Toassistin developing a management style where the emphass is on leadership.
follow during the inducton process. It is expected that al managers and stafwil adhere to this + To ensure that new employees operate in a safe working environment
ey + o reduce costs associated with repeated recrutment,training and lost production
The Company expects that the implementation of good induction practce by 3 INDUCTION CHECKLIST
managers/supervisors wil The Induction checklist is a very useful way of ensuring that information is imparted to new
. employees when they are likel o be most recepive.  avoids overloading employees v
Enable v erplocs losete o he Company Quicky and become productive and ormaion duting. he. frst Weeks whist_ensurng that all aress afe  covered
+ Ensure that new entrants are highly motivated and that this motivation is reinforced. Managersisupenisors should ensure that these matters have been properly understood wist
ot o o e ol the checkist is being completed, perhaps in the form of a weekiy chat wih the new entrant.
Arrangements should also be made for the employee {0 visit any relevant departments wih
+ ssist in developing a management siyle where he emphasis i on leadership. wihich hey have regular contact n the course of iheir duties. AL he end of e process he
+ Ensure that employees operate in a safe working environment induciion checklist should be signed by the relevant partes and placed in e member of staffs
+ Wil recuce costs associated with repeated recrutment,training and lost production. porsonnel fle
THE COMPANY'S COMMITMENT 4.FIRST DAY OF EMPLOYMENT
Wono Equipment wil Preparations should be made for the armival of the new enlrant wellin advance, for example,
amangements should be made to provide desk, equipment, security pass, lockers etc.
+ Issue guidelnes to famifarise managers and staf vith the induction process
+ Maintain and update the Induction Policy. Most new employees tend o be concemned primarly with two matters
+ Provide a checkist for managers and staf to fllow during the induction period
+ Ensure there is effective monitoring of the inducton process particulary in the first three a) whether they can do fhe job and
months. b) how they will get on with their new colleagues.
+ Deal vith any problems promptly
+ Review all policy, procedure and guideline documents on a regular basis It therefore important to inroduce them o their new workplace and colleagues at the eariiest
+ Provide relevant training where necessary to assist the induction opportunity. An introductory talk will be approprate at this time and can be combined with the
provision of general nformation and exchanging any necessary documentaton. This talk
Should be as bief as possible, because the empioyee s unikely 10 be recepive to detaled
‘GUIDELINES FOR MANAGERS/SUPERVISORS informaion at this stage, and should be conducted by Someone who is well prepared and has
sufficient time available. Managers/supervisors should refer to the Induction Checklst and use
1. GENERAL it as a basis for discussion thus ensuring al documentatio is complete.
Starting a new job is a demanding and often siressful experience. Quite apar fom the obvious Atour of the workplace should be amanged for the new entrant allowing the Gompany to be
challenge o tackiing ne fasks, there is also the need to become accusiomed [0 a new Viewed as a whole and the recrut to see where helshe fits ino the organisation
organisation, a new environment and new coleagues. The purpose of induction is to support
new employees during this diffcul period and to help them become full integrated ito the The new enfrant will want o get to know hismer colleagues and quickly become part of the
Gompany s quickly and as easily as possible. team and time should be made for this process. Collcagues should be briefed on the new
enirant's amival.If possible one of he new enirants collsagues should be nominated to ensure
that helshe has every assistance in seting n quickiy.
Page10f8 2414words [X  English (United Kingdom) D). Focus = | ] + 60%





image21.png
AutoSave (@ of) D) Mono Equipment Induction Policy June 2021 - Saved to this PC + Lucie Daniel
File Home Insert Draw Design Layout References Mailings Review View Help Soda PDF Creator Table Design Layout
= i i i June 2021 = i i i June 2021
MONO Induction Policy and Checklist Pages MONO Induction Policy and Checklist Paged

5. INDUCTION PROGRAMMES

Induction programmes must be geared to the individual's needs. Some of the more obvious
new members of staff requiing special attention are as follows:

School Leavers
For most new employees, induction is concerned with getting accustomed to a new job. For
school leavers, however, it is about adjusting to a whole new way of life - the world of work
Consequently, school leavers are liely to need more support than other groups. Wherever
possible, induction and subsequent iraining should relate to knowledge and skills which go
beyond the employee's own partcular ioh. School leavers wil need guidance on wider issues,
stich as career planning, acauiring qualiications, coping vith the foutine and discipline of work

Itwould also be helpful for school leavers to be infroduced o an approachable person o whom
they could take any queries they might have.

Graduates
Graduates tend to have a high-level knowledge but may not have the skils relevant to the job.
‘They wil want to feel that they are making a contribution from early on and to understand the
organisation of the Company and their role within it Also, they will want {0 have a clear picture
of future career prospects and to gain broad experiens yih ihis i.mind. The Company should
provide the graduate recruit with an adviser - such as a senior manager - who can organise the
necessary breadth of experience and offer advice and supportn relation to career progression.

Managers
‘Whist many of the points in the checkiist apply equally 1o all new managerial staff, in most
cases individual induction programmes will be necessary. These shouid be drawn up in
consultation with new managers, taking into account their backgrounds and experience and the
nature of their new roles. Priority shouid be given to helping new managers establish and
maintain relationships with management colleagues and opportunities should be provided for
them o spend time in other relevant depariments to faciltate this process. This will help
managers quickly to gain an understanding of the Company's philosophies, sirategic plans and
business plans.

Ethnic Minorities
In some cases, it may be necessary to design induction programmes vith the special needs of
etfnic minoriies in mind. Language problems and atitudes amongst existing staff may be areas
requiring particular attention. This is preparation that should be completed before any member
of staff joins the Company. Mono Equipment vl not tolerate racist of prejudiced behaviour in
any form

Long-term Unemployed
Previously long-term unemployed people who have been recruted may have been absent from
the working environment for some tme o it will be helpful {o recap on some of the issues
relating to thei role. These shouid, of course, be adapted o suit oder workers, viho may need
to buid up confidence and the induction process can be used to update knowledge of
technology which may be new to them such as photocopiers, smart phone systems, tablets as
el as the Company email and internal phone system.

Other Groups
Other groups that may need paricular consideration include disabled employees and those
retuming to viork afier having raised a family.

‘These groups will also require the induction procedure as those retuming to work may, like the
ong-term unemployed, be out of touch and lacking in confidence. Disabled empioyees may
have all or a combination of induction needs, but these needs may be compounded by their

Page3of8 2414words [X  English (United Kingdom)

adjustments to the workplace required to accommodate the disabled individual should be
completed prior to them commencing and caried out n discussion with the individual or their
manager

COMPLETING THE INDUCTION PROCESS

Induction can be said to end when the individual becomes fully ntegrated into the organisation.
Of course, there is no set timescale within which this will happen and follow up is essental.
Giving new employees the opporiunity to ask questions several weeks into employment can be
useful, and the induction checkist will provide this opportunity. In some areas, such as
understanding wider aspects of the organisation, follow up after a nuTIber. of months may be
appropriate
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Mono Equipment !NDUCTION GHECKLIST - ITEMS TO BE COVERED WITH EACH NEW EMPLOYEE
Induction items Comments Date
INDUCTION PROGRAMME FOR NEW STAFF Completed

DEPARTMENT

NAME OF EMPLOYEE

JOBTITLE

DATE COMMENCED

Guidance Note

This is a checkist of information for Induction which supervisors/managers should use with new
staff as part of their induction programme within the first few days, and certainly within the first
two weeks of employment. Health and Safely items should be identified immediately. The new
employee should be asked to nitial and date each subject as he/she has been informed about
it, and sign the end of the form

The supervisor will also sign the form to confirm the induction process has been completed.
This should then be checked by the Department Manager who will also sign off the form when

completed

The completed form will be retained in the employees personnel file.

Page20of5 806words [
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Prepare for the New Employee

1. Meet on arrival and show o work
area

2. Give Induction Pack

3. Pay administration

Other Topics

7
5
6
7.

The Department

8 Introduction to colleagues

9 Department function

10_Supervision

11. General layout - entrances and
exits

12_ Telephone system, bleeps and
intercom systems

13. Set up Intemet and email access it
necessary

14 New entrant's own job

15_Other Topics

16!

A7,

18

Conditions of Employment

1. Information on hours of work,
including duty rotas, shift systems,
"on-call’, breaks etc

2. Time recording, flexi-time

3__Bonus scheme, allowances

) Focus





image23.png
AutoSave ( RN} HRS _induction_checklist v1 - Word

File Home Insert Draw Design Layout References Mailings Review View Help Soda PDF Creator Table Design Layout 12 Share 2 Comments

June 2021 June 2021
MONO Induction Checklist o MONO Induction Checklist e
paternity and parental / shared 42_Cioakioom, lockers, lavatories
parental leave arrangements 43 Canteen / food preparation / eaing
8 Issue of uniforms, and uniform faciliies / drinking water
policy, protective clothing, 44_Other Topics:
replacement, laundry %5
arrangements dress code. 46
47
§_Other Topics Education, Training, Promotion
10 48 Leamning opportunities
i 49. Means of advancement, promotion
12 opportunities
50. Employee appraisal, review
Health and Safety, Security, Fire systems
51_Other Topics
52
53
73. Hiealth and safety information 54
relevant to the department
74_ Issuing of fie istructions and Employee Involvement and
procedure Communication
75. Location of fire-fighting equipment 5. Employee or Trade Union
6. Accident reporting representative
17. First aid facilities/pre-employment 56. Communication arrangements
health screeningrole of 57. Information sources, e.g. notice
Occupational Health / Company boards. circulars etc.
Doctor 58_Food and Health Polic)
78 L0Ss of personal effects 59._Handiing Complaints
19 Security of department/buiiding 0. Other Topics
20. Arrangement for keys, passes, ID 61
Badges etc. 3
21_Violence and aggressive behaviour =
22 Management of noniesivaluables
23 Major Incident procedures items Specific to Department
24_Other Topics 64 Shifts / overlime / paj
25, 5. Notice of termination of
26. employment
27. 66 Sick ceriicates
67 Wasle disposal
Conduct 68._Hygiene / control of infection
28_Personal presentation 69_Lifting and handiing
29_ Disciplinary procedures 70_Other Topics
30. Courtesy 10 the customer and the 71
public 1A
31_Confidentiaiity 73
32 Noise Control
33 Accentance of Al —
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What is Coaching/Mentoring







A mentor in the workplace is “a relationship in which a more experienced colleague shares their greater knowledge to support the development of an inexperienced member of staff” (CIPD factsheet 2020). 



Coaching is ”A process by which the coach, through direct discussion and guided activity, helps an individual to solve a problem, or do a task better than would otherwise have been the case”

Clutterbuck, D. and Megginson, D. and Bajer, A. (2016) Building and Sustaining a Coaching Culture. London: Chartered Institute of Personnel and Development



Coaching can be very short sharp mini sessions, it can be coaching language encouraged throughout the day, or it can be several hours of introspective analysis.

Mentoring tends to be more informal and can be a catch up in the corridor, Coaching is generally more structured and meetings are scheduled in on a regular basis
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Why Coach/Mentor







Chapter 15 of the Tao of Coaching, Landsberg - talks about how people become defensive and threatened when confronted with a new way of doing things and we often resist.  However, by a coach asking a coachee a question, the brain becomes engaged in a process of exploration rather than one of defence. 



As a Company, we should be wanting to progress with Coaching/mentoring for the following reasons: 



individual development and focus on morale, productivity and motivation.  

good rapport between both parties.

“observe, listen and ask questions to understand the individual’s situation” (S Atkins 2021)

support individuals and give advice, whilst being non-judgemental. 

can be incorporated into L&D programs.

Creatively apply techniques which may include one-to-one training, counselling & networking (S Atkins 2021).

Job-specific guidance and direction

The ability to learn from senior employees (S Bahu 2021)

The opportunity to hone skills and learn from mistakes
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Skills, Knowledge and Behaviours Required to Coach 













Very often, coach/mentors have insights into workplace issues and sometimes personal issues.  It is very important that the coach/mentor understands about confidentiality and any consequences if trust is breached.  According to Robbins (2019) “a certain level of trust is a non-negotiable requirement for any kind of coaching to work”.



Some skills such as empathy, curiosity and intuiting are natural abilities or will increase with your experience and practice as a coach (Schuy 2020).



The following skills are useful when coaching/mentoring:

Goal setting – Build well defined and achievable goals.

Actively Listen  - Listen to what the coachee/mentee is saying, gathering information

Building Rapport – Such as non-verbal body language (S Atkins 2021)

Questioning -Funnell technique This technique involves starting with general questions, and then drilling down to a more specific point in each (Open, Probing, Closed) (S Atkins 2021) 

Observing -  read the gestures, take in the emotions and thoughts and read between the lines (Schuy 2020)

Provide structure - The session is used to find new solutions, inspiration, impulses and to think about the action steps our client has to take before they achieve their goals.

Feedback -It should be clear, relevant, constructive, solution-focused, positive and motivating.

Regular check ins - This helps both coach/coachee to recognise their progress and success since the last session and ensures the understanding of each other. It’s also a perfect way to check if the coachee/mentee is happy with the coaching (Schuy 2020) 

Patience – Coaches should show patience with coachees/mentees and keep calm, helping them to learn

Pause – Let the coachee/mentee have time to answer questions

Communicate – According to CIPD (2021) – The listeners impression is based on 55% Body Language, 38% tone and 7 % words
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Skills, Knowledge and Behaviours Required to Coach 









Behaviour - The way in which someone acts or conducts their self, especially towards others or in response to a situation or stimulus (S Atkins 2021)



The Betari Box, seen above is a simple model that can help us to understand the impact that our attitudes and behaviours have on the attitudes and behaviours of the people around us.  Showing self awareness to break these cycles and re-frame (S Atkins 2021)
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The diagram above shows the knowledge, skills and behaviours required by coaches/mentors. “By defining coaching through behaviours, we can present clearly what great coaching looks like through the eyes of the participant. Behaviours also provide a connection to the knowledge and skills required to help enhance a person’s experience or performance” (The Coaching Team 2019).



Communication – listening, questioning, demonstrating, explaining, prioritising information and working out the best way to communicate with others.  A behaviour is thinking about when to communicate and how to communicate.

Relationships – Building a rapport and finding a connection with the individual.  Being able to connect and be positive and respectful to the coachee/mentee

Planning – Session planning while maintaining safety and identifying any risks involved.

Reviewing – Offering feedback to individuals, whilst identifying any opportunities that present themselves.  A behaviour could be reflecting on your own experience and coaching practice.

Collaborative – Opening and support networks you may have and identifying when the coachee/mentee requires additional support.  As a coach/mentor, you should be able to offer support and that of others when required.
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There are numerous possible reasons why Mono do not carry out coaching/mentoring such as:

Busy work schedules, not having enough time to invest in it.

Not understanding the benefits of coaching/mentoring.  More education required.

Lack of skills within the workforce to carry out coaching/mentoring 

Employees not wanting to take part, possible reason include coaching/mentoring being new to employees (not everyone likes change) or employees not understanding the importance of it.

A negative culture around training/coaching and mentoring – managers thinking its not important has a negative effect of others

Reward – We cannot always offer a monetary reward for employees taking part.  We can however, think of other possible ways such as changing their job role or just a thankyou from a director. 
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workplace coaching and training, mentoring and coaching in the workplace - Bing video 



The above link gives additional information on coaching/mentoring and what benefits it can offer your departments.



Clutterbuck et al (2018), mention benefits to individuals and the Company for carrying out coaching/mentoring such as:

An increase in confidence for the mentee/coachee as they are finding out more from others about the company, the feeling of empowerment

New ideas from the coachee/mentee, they can sometimes see things differently

Closure of skills gaps – more employees to do more roles

Engaged employees

Progression for individuals wanting to enhance their career prospects.
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What Can Help Coachees/Mentees Prepare to Engage in C&M







When promoting the scheme to potential mentors and mentees you will need to provide an outline of the scheme’s benefits, requirements and expectations (University of Sussex 2021).



 To get the best suitors, it is useful to ask people to provide some information about their mentoring expectations, requirements and skills when they register their interest in the scheme.



When Employees are given the opportunity to develop, they are more likely to engage in the process and the organisation (Insala 2019)
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According to Haill (2015) “Coaching/mentoring creates and builds confidence, creative-thinking, responsibility and commitment for the coach/mentor”.  



They will also see improved working relationships amongst others and according to Institute of Coaching (2020), “their own performance benefits”.
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Coaching/mentoring benefits the organisation.  According to Jones & Gorell (2014) “where coaching happens at every level, it adds to the bottom-line performance.  Gallup (2019) also states “Coaches empower workers to take on challenges and use their strengths, which engages workers”.

In addition to the above, there are other benefits of coaching/mentoring to the organisation  such as:

•Increased skills, creativity and knowledge of employees

•Loyal and committed employees – Job Satisfaction, making the time to develop team members will enhance the morale and loyalty to the 	company. Employees will feel more valued within the company (Hattie 2020).

•A positive change in culture and employee relations - As senior- and junior-level employees interact more frequently, they’ll grow more comfortable around each other. They’ll cultivate a deeper trust in each other and create stronger bonds of unity (Bahu 2021)

•Customer satisfaction – Not so many errors on orders as more skills within the workforce

•Improves morale and engagement - Increasing morale and loyalty will mean that you are improving employee retention

•Increased productivity and retention - Bringing individuals up to speed with company processes will allow them to work efficiently. They will be able support their other colleagues when needed (Hattie 2020). 

•Improved communication and relationships



There are however some drawbacks to coaching/mentoring; According to Forbes (2017), the coaching industry has “failed to consistently and comprehensively calculate coaching value”.   Other drawbacks include employees wanting to leave the company once mentoring has ceased to progress their own careers elsewhere.  In some cases, there could be a creation of false expectations for the employee.  Quite often once coaching and mentoring is complete, the employee goes back to their old ways.  Employees may require a pay increase, which some organisations cannot agree to.  In some instances, there may be an incorrect matching of mentor/mentee which could cause issues such as the coachee/mentee not listening or misbehaving.
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How to Coach and Mentor effectively







Employees want constructive feedback from their managers, but don’t always get it. Employees want to know how their performance is viewed, what they’re doing well, and what they need to improve. Feedback shouldn’t just come from the manager. Employees should be encouraged to provide feedback to each other and to you, their manager (Stange 2021)

Employee listening is an essential part of coaching. It opens you to different concepts you hadn’t previously thought of, and it makes employees feel heard.

No two employees are exactly alike. They come from different backgrounds and have varying personalities, strengths, and weaknesses. Connecting employees with their peers opens new possibilities and creates a more connected workplace.

When an employee succeeds or goes over the top, let them know that you noticed (Stange 2021)
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According to Downey 2003, the role of the line manager can be divided into 3; Leadership, Mentoring and Coaching, each overlap as shown



“As a line manager, one of your principal responsibilities is to develop your direct reports” (Clutterbuck 2018)



A Line Manager is best placed to coach/mentor employees within a business for the following reasons::

They are leaders, having regular conversations with their teams on its procedures, values and how to achieve goals

They are role models

Can inspire and motivate their teams

Give feedback on their team’s performance

Able to train team members on the job

Give Appraisals

Set goals for their teams

Attend interviews and disciplinary meetings

Plan and organise their team’s workloads
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There are several types of coaching/mentoring, here are a few to look at:

Traditional Mentoring – Carried out one-on-one and face-to-face where the mentor can give their full attention whilst encouraging individuals.  This type of mentoring can be tailored to individual needs and provides a low stress environment.

Reverse Mentoring – When more junior employees have a different set of skills where they can mentor their own managers and co-workers.  This can often assist with knowledge sharing throughout the business.

1:1 Mentoring – One mentor and mentee, the mentor is usually someone more senior to provide guidance, support and encouragement.  Concentrating on building relationships and the mentees skill level over a period.

Performance Coaching – Helps individuals to succeed in their roles, identifying any gaps in performance and to make improvements.  Coaches work to develop targets and plans for individuals.  The GROW Model can be used here to assist with improving performance.

Executive coaching – Coaching with a senior person within an organisation.  The coach helps identify how the executive is perceived by others, understand their own competencies and identify goals on how to reach them.  The OSCAR Model (explained below) could be used here; instead of focussing on the problem, it focusses on finding a solution.

Peer/group Coaching – Coaches working with groups/peers.  There can be different focusses e.g. team building or developing and managing your career.  Benefits include more people to give ideas and to learn from peers’ experiences whilst learning in a group environment.  Peer coaching can be a good way of promoting self-belief by observing others.  The GROW model can also be used here as it embeds a change in behaviour and awareness whilst helping with support and reflection.
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Models of Coaching/Mentoring

		G		Establish the Goal e.g. what behaviours you want to change and how will you get to that goal?

		R		Look at the current Reality e.g. what steps have already been taken to get to your goal, where are you now?

		O		Look at the Options e.g. what options are available for you to get to your goal, use brainstorming to find the options

		W		Establish the Will e.g. Make sure you commit to the actions so you can get to your goal









Coaching models assist in providing a framework for coaches to follow during discussions with their coachee, they do not have to be used rigidly, however can be used to steer conversation.  Sir John Whitmore (1937-2017) created the GROW Model as a process of implementing coaching/mentoring and used this model as you would plan a journey 



For Coaches to be more effective, different approaches may be useful e.g. adapting models.  Further models that can be used are the ACHIEVE Model, Egan’s Skilled Helper or the OSCAR Model to structure a coaching session:

O - Outcome i.e. what do you want at the end of the training?

S - Situation i.e. what is impacting you now?

C - Choices and Consequences i.e. what is stopping you form achieving, what are your actions?

A - Actions i.e. What are you going to do for your next steps?

R - Review i.e. How will you measure your progress?

 The above OSCAR Model emphasises how to overcome barriers when training and helps individuals to think on how to review their actions.

It’s important to choose a model that works best for you, the common themes of questioning, listening, clarifying and reframing are typical of many of them (S Atkins 2021)
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Directive coaching is about explaining and demonstrating, following a process of show, tell and do, whilst non-directive is where the coachee is encouraged to find their own answers.  However, both styles can be used.



According to CIPD (2021), Asking is more empowering – telling is more controlling.



On a sliding scale from 1 – 5 (with 1 being the first thing to try)

Ask questions and paraphrase

Make suggestions

Demonstrate

Give advice

Tell what and how.
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Further information and guidance can be given by your manager or HR.

There are also several good articles on the internet and video clips on YouTube as mentioned earlier in the presentation.
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