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On the Job training
Question 1b. 
Mono Equipment (Mono) do not have an implemented coaching and mentoring system, it is something that currently doesn’t exist and not a strength of the business.  Mono has a long-standing workforce where average service is currently at 12.2 years, this figure has resulted in management taking a step back over the last few years with coaching/mentoring, believing it is not important as most employees are trained in their roles and do not wish/need to progress further or enhance their skills.  This has caused a negative culture with regards to coaching/mentoring with both employees and managers believing it is not important.
Mono is very lean in numbers and find that taking time to coach or train employees is very difficult due to not having anyone designated for the role or time to carry it out effectively.  Currently, there is no appraisal system in place, so unless employees approach managers about coaching/mentoring, there is no platform for it to be discussed.    
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 (which links in with coaching/mentoring), this will be leaving skills gaps and issues that the company must address immediately.
This information 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 such as:
· Talks are currently in place with the local college to recruit apprentices.  
· The induction process will become more structured with supervisors taking the lead on organising their teams, hence freeing up time for coaching to be carried out by the supervisor and experienced staff.  A structured timetable will be drawn up for new recruits to follow, to assist in enhancing their coaching/mentoring experience.  
· Supervisors and managers are to complete Equality, diversity and inclusion training along with managing people and performance training through the ACAS website to understand its importance.   
· An appraisal system is to be brought in at the end of the year, currently the forms are being created and managers are to be trained on how to complete them, ensuring that 2-way feedback takes place and training is discussed.
· A group HR meeting is taking place next month.  I have asked that coaching and mentoring is added to the agenda in the hope that policies and ideas from other companies can be shared and discussed.  

It has been decided that coaching/mentoring will be carried out internally by supervisors and experienced employees and not via an external company.  “CIPD (2020) mention “before coaching starts, organisations need to assess an individual’s ‘readiness’ for this approach” for this reason, everyone will be asked beforehand to ensure that they are happy to partake in the sessions.
Internal coaching was chosen for monetary reasons; D Clutterbuck (2014) states “internally resourced coaching and mentoring are cheaper and proven to be more effective as an alternative to formal training.”  Also, so employees can start imparting their own knowledge with others and as CIPD (2020) state “to enhance an individual’s skills, knowledge or work performance”.    
The aim by implementing some if not all the above is to change the current training culture and for employees to become more engaged in training, coaching and mentoring.  Management have bought into the process, seeing its benefits and have agreed that over the next few months, they will start implementing it within their own departments.  
Some current trends with regards to coaching/mentoring are:
· Virtual Coaching (coach foundation 2021) – this hasn’t been carried out by Mono Equipment (only on-line training).  This isn’t something that we would do as there are no employees working from home.
· Relationship driven approach (coach foundation 2021) – a bond of trust and strong relations.  Mono has strong internal relationships so this will be worked upon over the next few months.


Question 2 
Mono Equipment has a training and development policy dated April 2019 (see appendix).  As per the date, the policy does require updating as L&D has recently changed because of the pandemic changing the way learning is currently being delivered out e.g. most training is on-line currently (via video link or the internal training package) instead of the usual face to face or a visit to our sister company.  On the job training is on hold currently (unless its urgent or a new starter), to ensure that employees can socially distance.
A definition of training and development is given within the policy and the purpose explained in detail, mentioning why learning and development is important to both the employee and employer.  It explains about the L&D culture and that it is both the responsibility of management and employees and that they must collaborate.  It also explains about the types of training and mentoring available.
The policy is set out well and I feel that it outlines how Mono Equipment plan to develop its workforce and in line with what the CIPD (2020) state “a learning and development (L&D) strategy outlines how an organisation develops its workforce's capabilities, skills and competencies to remain successful”.
The policy explains how it plans on supporting the individual, however, Ideally, a L&D policy would explain how we would introduce an employee into the workforce and how we would support them at the start of their employment.  According to CIPD (2020), a L&D strategy “must also align with the broad people strategy and align with other strategies (for example, recruitment)”, this will need to be looked at.
CIPD mention a L&D policy should ideally contain information on Personal Development Plans, unfortunately, Mono Equipment do not currently carry out PDP’s or appraisals, hence, why it is not included in the policy.


Question 3
A Core knowledge section within the new Professional Map is that of people practice where understanding practices assists HR in becoming more effective throughout the employee lifecycle.  Both coaching/mentoring skills come under this core knowledge and it explains the different levels from foundation to Chartered fellow level.
From studying this section, I currently see myself sitting at the foundation level, as I haven’t had much experience or requirements for coaching/mentoring previously or throughout my working career.  I understand the background of coaching/mentoring, such as workforce planning, approaches in Mono on performance management and policy/regulation, however not put it into practice.
With conversations and changes currently underway within Mono on improving coaching/mentoring within the business, I took the opportunity to speak to the Managing Director on my input on making these improvements and changes and thus helping with my development needs.  The conversation took place on Friday 7th May and between Myself and Andrew Jones (Managing Director).
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 explaining why Mono are making changes to the way we currently work in the hope that it will change the coaching/mentoring culture.  The training will take place during July/August when the business goes into a quieter period.  We will be creating a new training room to help with this and carry out training in a more professional manner.
We also discussed how to drive improvements through the business, Andrew will be helping me with this talking me through our performance management data and brainstorming ideas on how to utilise it for the company.  Coaching and mentoring are new for me and Mono Equipment so we will be helping each other to achieve these improvements.  With these changes spoken about above and in previous questions, I am hoping that I will have enough insight to achieve the associate level.
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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 general, we approve and encourage the following:
· Formal training sessions (individual or corporate)
· Employee Coaching and Mentoring
· On-the-job training
· Job shadowing
· Health and Safety training for roles and mandatory H&S training
· Job rotation

As part of our learning and development provisions, we can also arrange for subscriptions or educational material, so employees will have access to news, articles and other material that can help them become better at their job.  The subscription however needs to be job related and is at their manager’s discretion.

Individual training programs
The company has certain provisions regarding individual training programs. All employees are eligible to participate in external training provided that the training is suitable for that individual’s role and for the Company.  The company may take care of the entire cost.

All training should consider what employees need and how they can learn best. This is why we encourage employees and managers to consider multiple training methods like workshops, e-learning, lectures and more.


Corporate training programs
We might occasionally engage experts to train our employees. The company will cover the entire cost in this case. Examples of this kind of training and development are:
· Equal employment opportunity training
· Diversity training
· Leadership training for managers
· Conflict resolution training for employees
This category also includes training conducted by internal experts and managers. Examples are:
· Training new employees
· Training teams in company-related issues (e.g. new systems or policy changes)
· Training employees to prepare them for promotions, transfers or new responsibilities
· Employees won’t have to pay or use their leave for these types of trainings. Attendance records may be part of the process.

Other types of training
Both employees and their managers are responsible for continuous learning. Employees should show willingness to improve by asking their managers for direction and advice. Managers should do the same with their own superiors, while encouraging and mentoring their subordinates.

Employees and managers are responsible for finding the best ways to CPD. They can experiment with job rotation, job shadowing and other types of on-the-job training (without disrupting daily operations). 

All eligible employees are covered by this policy without discriminating against rank or protected characteristics.
Managers should evaluate the success of training efforts. They should keep records for reference and better improvement opportunities.
All employee development efforts should respect cost and time limitations, as well as
individual and business needs.
Employees should try to make the most out of their trainings by studying and finding ways to apply knowledge to their work.

Procedure
This procedure should be followed when employees want to attend external training sessions:
1. Employees (or their Supervisors) identify the need for training.

2. Employees and Supervisors discuss potential training programs or methods and come up with suggestions.
3. Employees or Supervisors contact HR and briefly present their proposal. They might also have to complete a form.
4. HR researches the proposal, with attention to budget and training content.

5. HR approves or rejects the proposal. If they reject it, they should provide employees with reasons in writing.

6. If HR approves, they will make arrangements for dates, accommodation, reserving places etc.

7. In cases where the company doesn’t pay for the training directly, employees will have to pay and send invoices or receipts to HR. HR will approve employee reimbursement according to this information.

8. If an employee decides to drop or cancel training, they’ll have to inform HR immediately.  They’ll also have to shoulder any cancellation or other fees.

9. In cases where training ends with examination, employees are obliged to submit the results.
If they don’t pass the exam, they can retake it on their own expense.
Generally, the company will cover any training fees including registration and examination (one time). They may also cover transportation, accommodation and personal expenses. This is left to HR’s discretion. If HR decides to cover these costs, they should make arrangements themselves (e.g. tickets, hotel reservations). Any other covered expense that employees have will be reimbursed, after employees bring all relevant receipts and invoices.
If employees want subscriptions, they should contact HR directly or ask their managers to do so.
Employees will set up the subscription, once employees make arrangements, they should inform HR of the cost and any other details in writing. Any relevant invoices should also be sent to HR.

HR’s responsibilities also include:
· Assessing training needs
· Maintaining budgets and training schedules
· Assisting with learning and development activities and strategies
· Promoting corporate training programs and employee development plans
· Calculating learning and development KPIs whenever possible and decide on
improvements.

Signed: ……………………………………
Position:…………………………………….
Date: ………………………………………..
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