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Coaching and mentoring are techniques used to enhance development, performance and knowledge
of an individual. The purpose of coaching is to improve performance at work by focusing on skills
and goals. Mentoring is a process where and individual with greater knowledge can share their
experiences and wisdom with a colleague who has less of an understanding. Mentoring works
through listening, clarifying and questioning (CIPD, 2019a).

At Coleg Ceredigion (CC) there are 85 employees who are non-teaching and 82 employees who are
teaching as seen in Evidence 1.1 (Coleg Ceredigion, 2020a). Despite the number of staffs categorised
as teaching and non-teaching are almost equal, there is greater focus on coaching and mentoring
academic staff than there is for support staff.

Following an arranged meeting with myself, a colleague from HR and the Teaching and Learning
Manager (Evidence 1.2) | was able to understand a bit more on what processes, programmes and
approaches are used at CC (Evidence 1.3). At the college, the teaching and learning team consist of
two; the teaching and learning manager and the teaching and learning mentor. The T&L Manager
coaches’ employees who are underperforming, whereas the T&L Mentor focuses on mentoring
those whose performance is satisfactory or above.

There is no standalone Coaching and Mentoring policy currently implemented at the college and
there is more focus on Mentoring than Coaching. However, the Teaching and Learning team refer to
the Mentor Support Programme (Evidence 1.4), The Mentoring Flow Chart (Evidence 1.5) and the
Capability Policy (Evidence 1.6) and are accessible to all staff via the staff intranet (Gateway, 2020).

It is known that the current programme rolled out at CC can lead to various underlying issues such as
management, departmental or organisational issues. The programme is a supportive developmental
process with a formal and informal approach or plan. A template of the current plan used at CC is
seen in Evidence 1.7. Coaching and mentoring is a guided and supportive programme; having a plan
in place helps guarantee that the aims and goals are met and the purpose of the
coaching/mentoring is worked to (MindTools, 2019a).

The college’s teaching and learning team also use an informal observation form when observing
employees who are currently on the coaching and mentoring programme (Evidence 1.8). They make
comments on the lesson context and narrative as well as judging the quality of the learning and
teaching experience. There are descriptors attached to the form to help support the Teaching and
Learning team’s decision as to how their future support should be managed.

Another tool used by the team is a college wide tracking sheet, accessible by the T&L team and their
line manager. This sheet tracks and monitors all information associated with the coaching and
mentoring work that is used for individuals, such as emails and meetings. However, due to
confidentiality reasons, the T&L team are unable to share this with me. (Evidence 1.9)

Brockbank and McGill (2006) advise having a set period of time to conduct mentoring although the
process can be long term and the timescale isn’t as specific in comparison to coaching. The Mentor
programme advises setting a timeline and time scale for the length of mentoring. However, our T&L
Manager believes that timescales vary case by case and you therefore need to make a professional
judgement on the length of time to run the mentoring programme.

CC’s mentoring programmes encourages and welcomes all referrals; formal or informal management
referrals which is followed by a meeting between the employee, their line manager and the T&L
Manager, or self-referrals by the employee. Self-referrals can be a one-off meeting or a series of
meetings with a plan in place.



Despite their not being an official policy at CC or a coaching and mentoring programme for business
support staff/non-teaching staff, we do encourage colleague mentoring which is encouraged and in
place from when an employee commences work. CC provide day one inductions with all new staff
between the new employee and HR and a separate on with the line manager. During the induction,
employees are assigned a ‘buddy’ to who they can lean on for advice and guidance; acting as a
mentor whilst they settle in to their role. The buddy is usually chosen by the line manager to ensure
an appropriate and effective ‘buddy system’. However, this is embedded by HR in the induction
process. The induction checklist which supports the induction booklet is seen in Evidence 1.10 and
1.11. The ‘buddy system’ ensures that the new member of staff can learn from their colleague;
sharing ideas and knowledge (Clutterbuck et al, 2016).

Throughout the academic year at CC there are set compulsory staff development training days which
staff are required to attend. Often there are many activities on and staff can choose which sessions
to attend. A recent staff development day held in November 2019 included a session on coaching
(Evidence 1.12). This session was a power point and role play sessions delivered by the T&L
Manager. Despite the session being aimed mostly at academic staff, business support staff were
welcome to attend. The power point used (Evidence 1.13) was an introduction to coaching toolkit;
focusing on Covey’s Circle of Concern.

The Covey’s Circle of Concern model is a visual model used by a coach to enable the coachee to
focus on their surrounding circle of influence and not on what is the uncontrollable (Covey, 2005).

Coaching and mentoring could be furthered developed in the organisation by enhancing the trusting
culture already adopted at the college. The T&L Manager stated that our culture is good and
welcoming to the coaching and mentoring programmes used. Despite recent redundancies and
restructure (Evidence 1.14) which make coaching and mentoring tougher, the employees have
maintained an encouraging culture (Coleg Ceredigion, 2019). Change such as redundancies can
cause resistance amongst staff (CIPD, 2018). However, coaching and mentoring is highly effective
during periods of uncertainty and stress for employees as they’re able to discuss and find solutions
for any concerns. It has been noted that interventions like coaching and mentoring have resulted in
less absences and depression (Personnel Today, 2017).

Further developing the current initiative by ensuring all staff are able to access coaching and
mentoring and provide an integrated and meaningful strategy (Clutterbuck, 2014). However, there
are cost implications to widening the programme and as the college has had to focus on cost saving
through redundancies and cut backs, this factor could seriously impact future developments.

CC has no policy in place to support Coaching and Mentoring along. Occasionally organisations cover
this in their learning and development policy. However, at the college there is no mention of this
initiative in the Staff Development strategy (Evidence 1.15).

The organisational structure of CC is a hierarchical bureaucratic structure where managers perform
transformational and significant decisions where there is low trust and high power. Having a
structured policy in place to contribute to the culture will help increase the trust amongst employees
and manager.



As findings have shown that there dreé no supporting policies for coaching and mentoring, a first
recommendation would be to implement a policy for coaching and mentoring and/or include
information in a revised staff development strategy.

Improving the current staff development strategy could involve development of the staff
development programmes currently adopted at the College. Such as, continue with the compulsory
staff development days which are scheduled throughout the academic year; having emphasis on
coaching and mentoring, especially for support staff. As well as the staff development days,

To incorporate the gaps of the current staff development strategy as well as the ongoing focus on
the economy and saving money, an effective way of combining both would be by introducing
training to self-train as a coach and/or mentor. This training is an approach which is being looked at
currently by the Teaching and Learning team, as mentioned in the meeting (Evidence 1.3).
Individuals who become coaches and mentors will provide themselves with further skills to enhance
themselves as well as being able to provide the services to colleagues. Internal coaches and mentars
are advantageous to an organisation as they are aware immediately of the objectives and processes
used as well as being conscious of the current culture (Linkedin, 2015).



aenNnadence

Employment Type Employment Status

Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching
Teaching

Part Time
Part Time
Fractional
Part Time
Fractional
Fractional
Fractional
Part Time
Full Time
Part Time
Part Time
Part Time
Full Time
Part Time
Part Time
Full Time
Full Time
Full Time
Part Time
Part Time
Fractional
Full Time
Full Time
Fractional
Fractional
Full Time
Full Time
Full Time
Fractional
Part Time
Fractional
Fractional
Full Time
Full Time
Part Time
Part Time
Part Time
Part Time
Fractional
Full Time
Full Time
Full Time
Full Time
Part Time
Part Time
Full Time
Full Time
Full Time
Fractional
Fractional
Part Time
Full Time
Full Time
Fractional
Part Time
Part Time
Full Time
Fractional
Part Time
Full Time
Part Time
Part Time
Part Time
Part Time
Part Time
Fractional
Part Time
Part Time
Full Time
Part Time
Part Time
Full Time
Part Time
Part Time
Part Time
Part Time
Part Time
Part Time
Part Time
Fractional
Full Time
Full Time

A

Activity
Part-time Lecturer
Part-time Lecturer
Associate Lecturer
Part-time Lecturer
Associate Lecturer
Associate Lecturer
Associate Lecturer
Part-time Lecturer
Lecturer
Part-time Lecturer
Part-time Lecturer
Part-time Lecturer
Manager
Part-time Lecturer
Part-time Lecturer
Manager
Lecturer
Manager
Part-time Lecturer
Part-time Lecturer
Associate Lecturer
Lecturer
Lecturer
Associate Lecturer
Associate Lecturer
Lecturer
Lecturer
Lecturer
Associate Lecturer
Part-time Lecturer
Associate Lecturer
Associate Lecturer
Lecturer
Lecturer
Part-time Lecturer
Part-time Lecturer
Part-time Lecturer
Part-time Lecturer
Associate Lecturer
Lecturer
Lecturer
Lecturer
Lecturer
Part-time Lecturer
Part-time Lecturer
Lecturer
Advisor/Co-ordinator
Associate Lecturer
Associate Lecturer
Associate Lecturer
Part-time Lecturer
Lecturer
Lecturer
Associate Lecturer
Part-time Lecturer
Part-time Lecturer
Lecturer
Assaciate Lecturer
Part-time Lecturer
Lecturer
Part-time Lecturer
Part-time Lecturer
Part-time Lecturer
Part-time Lecturer
Part-time Lecturer
Associate Lecturer
Part-time Lecturer
Part-time Lecturer
Lecturer
Part-time Lecturer
Part-time Lecturer
Lecturer
Part-time Lecturer
Part-time Lecturer
Part-time Lecturer
Part-time Lecturer
Part-time Lecturer
Part-time Lecturer
Part-time Lecturer
Lecturer
Manager
Lecturer

Known As



Employment Type
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Nen-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Suppart/Non-teaching
Support/Non-teaching
Support/Non-teaching
Suppart/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Nen-teaching
Support/Non-teaching
Suppart/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Suppert/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Suppart/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching
Support/Non-teaching

Cclenac e

Employment Status
Full Time
Full Time
Fractional
Fractional
Full Time
Fractional
Full Time
Fractional
Full Time
Full Time
Fractional
Part Time
Fractional
Full Time
Fractional
Full Time
Full Time
Full Time
Fractional
Fractional
Fractional
Fuil Time
Fractional
Fractional
Fractional
Full Time
Fractional
Fractional
Part Time
Fractional
Fractional
Full Time
Fractional
Fractional
Fractional
Full Time
Full Time
Full Time
Part Time
Fractional
Fractional
Fractional
Fractional
Fractional
Fractional
Fractional
Fractional
Fractional
Part Time
Fractional
Fractional
Fractional
Full Time
Fractional
Full Time
Fractional
Full Time
Full Time
Fractional
Fractional
Full Time
Fractional
Fractional
Fractional
Full Time
Fractional
Full Time
Full Time
Full Time
Full Time
Fractional
Fractional
Fractional
Fractional
Full Time
Part Time
Part Time
Part Time
Part Time
Part Time
Full Time
Fractional
Fractional
Fractional
Fractional

Activity
Officer/Supervisor
Officer/Supervisor
Advisor/Co-ordinator
Advisor/Co-ordinator
Technician
Assistant
Officer/Supervisor
Officer/Supervisor
Manager
Assistant
Officer/Supervisor
INVIGILATOR
Technician
Assistant
Assistant
Assistant
Advisar/Co-ordinator
Technician
Technician
Assistant
Technician
Assistant
Assistant
Assistant
Assistant
Assistant
Assistant
Technician
INVIGILATOR
Assistant
Assistant
Manager
Assistant
Assistant
Technician
Assistant
Officer/Supervisor
Assessar
Life Model
Assistant
Officer/Supervisor
Technician
Assistant
Assistant
Officer/Supervisor
Assistant
Assistant
Assistant
INVIGILATOR
Assistant
Assistant
Advisor/Co-ordinator
Assistant
Assistant
Manager
Advisor/Co-ordinator
Officer/Supervisor
Manager
Advisor/Co-ordinator
Assessor
Officer/Supervisor
Technician
Assistant
Assistant
Assessor
Advisar/Co-ordinator
Assistant
Technician
Assistant
Officer/Supervisor
Technician
Assessor
Assistant
Assessor
Officer/Supervisor
Assessor
Technician
Technician
Technician
Advisor/Co-ordinator
Advisor/Co-ordinator
Assistant
Assistant
Assistant
Officer/Supervisor

Known As



Eencdence L2

Coaching/Mentoring Policy a2v @
Eryony Evett <Bryony.Evett@colegsirgar.ac,uk > B oa & S
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Katy Barron

Hello

MNo problem at all - Shall we say 11:307
Eest wishes

8ry

FRINCESS ROYAL

§ colegsirgar § colegceredigion @

Rhan o Grwp PCDDS  Part of the UWTSD Group
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represel & réceived this ema

Piease consider i win FEU rEAIY AeAT T0 print this emal |

>> > Katy Barron <katy.barron@ceredigion.ac.uk> 24/01/2020 09:42 >
Hi Bryony

Just a thought - would it be possible to arrange a time with you on the 5th February. | know you're super busy 5o you might not be able to but | wanted te try
and arrange a slot so that | can get as much out of our conversation as possible!

Thank you
Katy

Katy Barron

Swyddog AD Cynorthwy-ydd / Assistant HR Officer
Coleg Ceredigion

Campws Llanbadarn Campus

Aberystwyth
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MENTORING PROTOCOL

colegsirgar § colegceredigion

Mentor Support Programme

A. C. Daniels

Assistant Principal of Teaching, Learning and Quality
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MENTORING PROTOCOL

"Mentoring is to support and encourage people to manage their own learning in order that they may
maximise their potential, develop their skills, improve their performance and become the person they
want to be.” Eric Parsloe, The Oxford School of Coaching & Mentoring

The mentoring programme across Coleg Sir Gar and Coleg Ceredigion is vitally important to the strategic
goals of the FE Group in developing and improving the standards of teaching and learning to become
‘Excellent, The College of Choice’.

A Director of Curriculum or Curriculum Area Head (CAH) may refer a member of staff for mentor support if a
recent observation was graded adequate or unsatisfactory, the attendance, retention or successful
completion for classes are poor or perhaps issues have been raised through learner voice; or even if there
are areas for development that they feel would benefit from the support of a mentor. It is NOT the role of
the mentor to tackle disciplinary issues such as punctuality or personal issues which may be affecting
performance eg death of a child, divorce, drug or alcohol issues, the CAH must deal with these with the
support of their curriculum director and HR.

THE PROTOCOL:

Mentees may fall into different categories and so timescales and levels of mentoring will be individualised to
meet their needs.

The usual protocol will be as follows:
NEW STAFF:

The mentor will be assigned on commencement of lecturing post, the HR dept and CAH will inform the
mentor; an initial mentoring meeting will take place within the first month; subsequent meetings and
observations will take place at least once per month during the probationary period. Staff will undergo three
observations during this period; if the mentor is satisfied with the standard of T&L then they will be released
from the support programme unless the individual requests continued support. If for any reason the mentor
has serious concerns about engagement or progress during this period then the CAH will be informed: this
may require the mentee to undergo an intensive four week programme; at all times during this process the
CAH and/or the mentor and/or the Teaching and Learning Manager will communicate progress with the
mentee.

REFERRED TO THE MENTORING PROGRAMME:

The member of staff must be formally made aware that they are being placed with a mentor for T&L
support and the reasons for this referral this must be led by the CAH and the mentor MUST be in
attendance at this meeting. The member of staff should be handed a copy of the mentor guidelines and an
initial meeting will be organised at a mutually convenient time and the first mentor observation should take
place within ten days of the start of the process. This meeting should be followed up by an email sent by the
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mentor confirming what was discussed. All subsequent meetings and observations will take place in line with
the targets and review dates set with the mentor,

Staff will undergo as many observations, one-to-one training sessions and meetings as the mentor/mentee
feel necessary to raise standards during the initial six week period; if the mentor is satisfied with the standard
of T&L at the end of this period then they will be released from the support programme unless the individual
requests continued support.

If for any reason the mentor has serious concerns about engagement or progress during this period then the
Teaching and Learning Manager, Curriculum Director and CAH will be informed; this may require the mentee
to undergo an intensive four week programme; at all times during this process the CAH and/or the mentor
and/or the Teaching and Learning Manager will communicate progress with the mentee.

At the end of the four week intensive programme if the mentor and/or Teaching and Learning Manager are
not satisfied with engagement or progress then the Teaching and Learning Manager, Curriculum Director and
CAH will be informed and the mentee may be moved to formal proceedings and action planning.

SELF-REFERRAL:

Staff can at any time self-refer to the support programme on a voluntary basis.

THE MENTORING PROCESS:

The mentoring process typically involves mentor and mentee in a cycle of planning, observing, reviewing and
refining the mentees teaching.

| Pre-lesson meeting
to clarify aims

e " observe lesson-
Traiming to meet collect datain the

Ny ;g&gﬁ“’-‘d form of & written
s : ~ account

Post lesson.
iscussion and
el setting

| X
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THE MENTOR’S ROLE:

The relationship between mentor and mentee should be a balance between encouragement and correction,
in order to make a significant impact it should offer realistic expectations and these should be communicated
to the mentee both verbally and in writing.

There are a number of ways in which mentors can assist mentees at different stages in the cycle, the mentor

will know what is the most appropriate role to adopt at a particular moment.

Giving Information
There is a lot that can be covered simply by passing on information about the college such as policies

(ESDGC, Bilingual, skills), procedures (registers, class profiling), and resources (use of Smart boards,

gaining student access to blocked websites, use of moodle).

Instructing
If mentees are struggling with a certain aspect of their classroom delivery or students learning, your

z

mentor may help you very directly by saying “try this.....

Modelling
Mentees can learn a great deal from having their attention focused on how the mentor or other

established/excellent teacher does something such as, encouraging students to give extended verbal

responses, scanning the room, putting Bloom’s Taxonomy into practice, differentiating, etc.

Reflecting Back

The mentoring process is built around feeding back information about the mentees classroom
Performance. Sometimes this can be a very powerful way of changing their actions eg by informing
them that 75% of their questions were directed at boys, or that for the whole of their lesson they
focussed on the knowledge and comprehension domains and at no point encouraged the more able
students to apply their understanding. Feedback is possibly a rather misleading term — actually the
process should be called ‘feedforward’ since the emphasis is really about how to change future
performance.

Analysing
Your mentor may need to help you get to the root of a problem. If for example you are having an

On-going problem with individual students finishing work well before others creating the need for
extension tasks, it may be necessary to look at the nature of the tasks, the instructions given, the

quality of the work being produced or even the style of teaching.
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* Assisting Planning
Sometimes a mentee may be able to pinpoint a weakness they wish to address but cannot find a way
forward, your mentor may be able to help by planning a lesson with you, getting you to explain your

intentions step by step and finding places where together you can engineer a change.

¢ Listening and Talking
Teaching is not just about technique, it is a personal and emotional process and sometimes a mentees
interests are best served by the mentor simply listening to their thoughts and feelings about teaching,
the
institution, their colleagues, managers, students or their performance, and responding as a friend.

THE LESSON OBSERVATION:

Itis not intended that your mentor should observe in order to grade, the mentor is not there to make
judgements of competence but to give a narrative which will encourage and stimulate reflective discussion
and analysis.

THE MENTOR’S OBSERVATION FORM

The form aims to give feedback based on a ‘snapshot’ lesson observation, concerning the quality of the
teaching, learning and assessment of standards attained by the learners.

The observation form should address the three key areas of teaching, learning and assessment; it should give
strengths and areas for development.

The prompts below are the things that the mentor will be looking for; these are the elements that
make good and excellent T&L sessions. The mentor will however only concentrate on a couple of
areas for development at a time.

THE QUALITY OF TEACHING

* Isthe learning session well planned, with its aims and objectives clearly stated at the outset, so that
the students are aware of the session’s purpose? Is it linked where possible to previous work?

* Isasuitable lesson plan produced which is linked to the scheme of work for the course and being
delivered within a suitable time frame?

* Isthere aclass profile, and has this been used in the planning process to meet the needs of all
learners?

* Is the relationship between the students and the lecturer conducive to ensuring that effective,
efficient and enjoyable learning can take place?

LS
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* Are the students punctual and motivated to learn?

* Isthe register taken? Are latecomers appropriately addressed and integrated into the learning
session?

* Are varied teaching and learning strategies suitably deployed to actively engage all the learners and
take account of their learning styles?

* Do the set tasks and exercises allow for differentiation to be evidenced?

* Do the students work in such a way as to fulfil their potential, both independently and with others on
group work scenarios?

* Isclass questioning effective and inclusive of all students? Are both open ended and closed gquestions
used well to probe and extend learning? Does it allow all learners to contribute in a relevant way to
the learning session and increase their self-esteem and self-worth?

* Are students with specific learning difficulties supported and catered for?
* Are key and essential skills evidenced within the learning session?

* s literacy challenged and developed through the lesson?

* IsILT used appropriately and effectively enhancing the lesson?

* Is the content set at the appropriate level for the course in line with national qualifications and as
defined by the awarding body?

* Does the lesson contain appropriate pace and challenge in line with the course level?
* Are the weaker students supported and the more able challenged and extended in their learning?

* Isthere a recapping period at the end of the session to quickly assess learning and highlight the main
features while developing links to the next session?

* Isthe learning environment reflective (where possible) of the subject being taught? Are there good,
modern, relevant wall displays etc, adding to the ambience of the session?

* How well are the students learning within the session?

* Isthe lecturer consistently checking that learning is taking place at appropriate intervals within the
lesson?

* Isthere formative and/or summative assessment taking place within the group?
* Are the students learning from others in pairs or groups, as well as individually?

*  Are students continually and actively engaged within the lesson and constantly moved on in their
learning from one activity to the next, with appropriate pace and challenge?

* Are students encouraged to take responsibility and increase ownership of their learning?

S
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* Are the resources used appropriately, effectively, to enhance the learning outcome and ensuring high
quality?

THE STANDARDS ATTAINED BY THE STUDENTS

* Do the students’ files contain an appropriate balance between the lecturer’s and the student’s own
notes?

* Are the files suitably organised for a working file?

* Isthere evidence of marked students work? Does it contain detailed and helpful comments or grades,
which allow the students to be aware of their performance and what steps they need to take in order
to improve it?

* Isthere evidence of literacy target setting?

* Are the students’ grades recorded? Do they know how they are progressing?

* Isreflective practice encouraged?

* Are the students aware of the purpose of the set tasks and assessments?

* Arethe students achieving standards which are in line with national comparators?

* Isthe range and nature of the assignments such that they encourage the students to work in an
independently under their own initiative as well as within a group?

POST-LESSON DISCUSSION:

The aim of this is to talk about and evaluate teaching; although the mentor may have seen things that they
feel are weak or areas for development, they need to get an insight into why things occurred, without this
insight it will be difficult to initiate change.

As the post lesson discussion draws to an end the mentor will clearly indicate strengths and areas for
improvement and will set specific SMART targets related to both. The mentor will not assume that any
strengths are embedded and so targets may not only develop areas for improvement but also to further
develop strengths.

TRAINING TO MEET IDENTIFIED NEEDS

Training will be linked to SMART targets and arranged ASAP, it may be necessary for the mentor to arrange
one to one training, or where there is a common nheed, group sessions may be organised as part of the
Curriculum Area staff development. It is the mentor's responsibility to ensure that the mentees needs are
met, but it is their responsibility to fully engage with the process. The mentor will ensure that the CAH and
the T&L Manager are updated with progress on a regular basis.
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Mentoring Flow Chart

Member of staff identified as
underperforming in T&L (adequate grade
or below, poor learner attendance, poor

outcomes; poor learner voice)

Assigned a mentor (duringa face
toiface meeting with CAH/Mentor.and

practitioner) €ither
Welsh/English medium

or Bi- lingual mentor

Start 6 week mentoring programme
concentrating on areas for development
identifiedin the initial graded
obseivation or discussion with CAH

Some progress but staff

Progress made above member needs continued

threshold and staff member support
released

No significant progress
made aftera pro-longed
period of mentoring

Little or no engagement
made by the staff member

Formal Action plan and 4
week intensive programme

Capability policy followed
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CAPABILITY POLICY AND
PROCEDURE

HR/CapabilityPolicy/January2019

|
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Policy Title Capability Policy and Procedure

Policy presentation This will be made available in writing (Arial font size
12) in Welsh and English. Alternative formats may be
requested.  Such requests should be made to
mike.williams@ecolegsirgar.ac.uk

Policy communication Staff Gateway

Main purpose of the To assist and encourage all employees to achieve and
policy (Brief Summary) maintain standards of job performance. The aim is to
ensure consistent and fair treatment for all and to
assist any employee who is considered to be
experiencing difficulties in performing satisfactorily the
duties required of the post to which they were

appointed.
Main Author HR Director
(Who can provided advice
and guidance on contents)
Date approved at 25/10/2017
Corporate Board
Date effective from 26/10/2017
Date for renewal Annually and in line with Legislation updates
Equality Impact Yes
Assessment needed
Yes or no)
Date of Equality Impact | 20/09/2017
Assessment
Welsh Language Impact | Yes
Assessment

Date of Welsh Language | 04/10/2017
Impact Assessment

Risks Associated with Non-compliance with legislation and a risk of
Policy employment tribunal if failed to be handled
(If policy is not reasonably.

implemented)

HR/CapabilityPolicy/January2019

25D
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1.0 INTRODUCTION
2.0 SCOPE
3.0 PRELIMINARY ENQUIRY
4.0 INFORMAL STAGE
5.0 FORMAL STAGE
5.1 First Formal Interview
5.2 Final Formal Interview
5.3 Alternatives to Capability Hearing
6.0 CAPABILITY HEARING
7.0 APPEALS
7.1 Appeals Against Warnings
7.2 Appeals Against Dismissal or Notice of Dismissal

8.0 ACCREDITED OFFICERS OF THE RECOGNISED UNIONS

HR/CapabilityPoIicy/JanuaryZOlS
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Assessing the Quality of Learning, Standards, Teaching and Training

§ colegsirgdr § colegceredigion

Member of staff observed Date [ Time
Observer Facuity Curriculum Area
Course Level FE/HE/MWBL

Number of Learners: possible |

Number of Learners: actual

Lesson Context (the physical environment / displays / layout / organisation; resources (paper /electronic/tools/equipment; workshop / classroom / figldtrip etc )

Lesson Narrative (Observations made during lesson: structure, planning, teaching, learning, assessment, environment, behaviour etc...)

Nearly all

Most 90% or more
Many 70 % or more
Majority  over 60%
Half 50%

Around half close to 50%
A minority below 40%
Few below 20%
Veryfew  below 10%

Estyn Quantitative Statements
with very few exceptions

| Overall Judgement: Learning

Overall Judgement: Teaching |

 Strengths and good practice for Learning (KQ1 - standards)

Strengths and good practice for Teaching (Ka2)

all planning, teaching,

nent and themes, if any)

leaming, planning,

1ent and themes, if any)

(Comment on evidence of Good & E>

i (Comment on evidence of Good & E

Missed opportunities in key areas — Learning

(Comment on evidence of any Missed Opportunities in leaming, planning, assessment and themes)

Missed opportunities in key areas - Teaching

(Comment on evidence of any Missed Opportunities in planning, teaching, assessment and themes)

Area for development- Lesson planning-standardised template

further action'folbe recommended:; €.z mentoring, specific CI'D etc!

§ colegsirgér § colegeeredigion,

‘»E'xte'lii:lédPatﬁm B
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Developing Pathway
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Planning for Learning and
Teaching:

Tutor’s lesson planning builds on
the individual needs/group
profiles; learner’s prior knowledge
and skills and own subject
knowledge, and strategies for
engagement

-]

Extended Pathway

{sustained, consistent excellent practice
Planning clearly evidences appropriate challenge for all
learners, Learners understand what to do and how to
complete activities.
Learners needs have been planned for through
differentiated activities
Tasks and homework activities contribute to, and
extend, learners’ learning.
Tutor's knowledge of learners, Sow/LP and relevant
resources help to develop the lesson with pace, support
and challenge.
The tuter shares aim and objectives and reviews them
throughout lesson.

Lesson is planned carefully and most learners
know what to do and how to complete activities
to a good standard.

There is good differentiation of tasks and
resources meets the needs of most learners
Regular use of tasks and homework contribute
well to learning and link to known outcomes in
previous and future lessons,

Tutor has a useful LP (which follows a detailed
SoW), learner profiles are used and individual
needs are met Relevant resources for the
lesson

Aims and objectives are shared with learners

Developing Pathway
(needs support)

Lesson is planned: the majority of learners
know what to do, with some additional
instructions, and can attempt the activities.
There is some differentiation of tasks and
resources planned and presented.

There is appropriate use of tasks and |
homework, which contribute reasonably
well to learning, although this is not always
clearly linked to learning objectives

Tuter has a LP, SoW, learner profiles and
resources for the lesson. Individual needs
are usually met.

Clear aim and objectives are not shared with
learners.

Planning is ineffective:

Learning activities are not sufficiently planned
to meet the needs of the learners. There is an
over-reliance on worksheets.

Thereis insufficient challenge for learners and
differentiation is poor,

Tasks and homework are unclear, and have
little purpose. Often not marked.

SoW, LP and leamer profiles are vague and
lack clarity, if present.

There is a lack of clear objectives, and aim(s)
are not shared with learners.

Learner Progress:
& skills acq uisition: measured by
the percentage of learners in the

class that achieve in line with their
level and personal abilities.

Extended Pathway
B i) 3 i ach

Nearly all learners have the opportunity to analyse,
apply and/or extrapolate (appropriate to their
level/ability) and have/have been taught skills to help
them werk independently and succeed,

Nearly ali learners are actively engaged for the whole
lesson,

Mistakes are seen as learning opportunities and lead to
deeper understanding.

Nearly all learners and groups of learners make
sustained progress and learn ‘exceptionally well’ that
leads to better than expected progress.

Activities challenge and inspire nearly all learners,
including MAT and ALN.

Most learners take control of their own learning and
take risks when tackling problems,

The pace of the lesson is appropriately challenging
encouraging learners to stretch and develop strategy to
cope with difficulties.

Learners enjoy the subject, are motivated and look
forward to lessons: work is completed to a high
standard

Most Learners have the opportunity to apply
k ledge and show unds di

tasks are used to good effect to support
learning. Learners are able to werk
independently, often with success.

Most learners are actively engaged for the
whole lesson and they make good progress.
Mistakes are accepted and used to progress
understanding.

Most learners and groups of learners make
good progress throughout the lesson that leads
1o good attainment,

Most learners enjoy the subject and are
motivated to complete tasks 1o a high standard
Many learners are comfortable enough to take
risks when tackling problems

The pace of lesson is good, moving learners on
successfully when facing difficulty

Most learners contribute to the learning in the
class and enjoy the lessons.

Developing Pathway
(needs support}

The majority of learners have the
opportunity to develop their knowledge and
1o show understanding, at times. There is
some Independence and extension in
learning.

Learning is passive, at times, but has
elements of active learning and direction.
Mistakes are not always addressed or used
to explore problems/issues.

The majority of learners are interested and
suitably engaged but some learners are dis-
engaged for part of the lesson.

Activities challenge and many learners but
are not always differentiated or suit the
needs of all learners. ‘One size fits all.’

A minority of learners will take risks when
problem solving or tackling new material
Frequently, learners rely on tutor to lead
learning, and these interventions slow the
lesson down; pace is adversely affected
Many learners who generally enjoy the
lessons make adequate progress.

Learning is passive and often not seen.

.

Majority of learners display a lack of interest
leading to unsatisfactory progress. Activities
are repetitive; mostly tutor led.

A minority of learners are actively engaged for
the whole lessan.

Learners rarely take a risk and are ‘afraid’ to
make a mistake, and wait for direction from
tutor throughout the lesson.

A minority of learners make a meaningful
contribution in class.

Activities are not challenging hence learners
do not remain on task and low expectations
are pervasive,

Slow pace of learning and poor structure
results in learners’ inactivity. Alternatively,
pace of work s too fast to allow learners 1o
process  lesson,  which results  in
disengagement and frustration.

Learners are not motivated and are
ambivalent towards the subject or material
taught.

A majority of learners make poor progress in
class and are reluctant to express an active
interest in their learning.

 Literacy;
Numeracy;
Digital Literacy;
Welsh Language

D_wélapn_tgnt and support of wider
skills and themes. :

Specific, and relevant, core skills are explicitly
identified, embedded and tracked in each SoW and are
developed and assessed in learners’ work.

Every opportunity is taken to develop the literacy of
nearly all learners appropriate to their course level and
personal ability. This includes the use of an extended
oral and written vocabulary; active discussion &
debate; listening; oral & written communication skills;
reading and research.

Every opportunity is taken to develop the numeracy
skills of nearly all learners, appropriate to their course,
level and personal ability: to use and apply numerical
skills in their subject and salve challenging problems
Every opportunity is taken to develop the digital
literacy skills of nearly all learners using a range of new
and emerging technologies

Core skills are identified and developed
throughout each unit in the SoW and are
explicitly referred to, in nearly all lessons and
corrected in learners’ work.

Opportunities are taken to develop the literacy
of mast learners appropriate to their course
level and personal ability, including use of a

bul

Core skills are identified in SoW and are in
some lessons.
Some opportunities are taken to develop
the literacy of the majority of learners,
sometimes it is not appropriate to their
course level and personal ability, e.g. use of
written and oral vocabulary and/or

skills; di listening,

wide and varied written and oral Vi
discussion; listening; oral and written
communication skills, and reading.
Opportunities are taken to develop the
numeracy skills of most learners appropriate to
their course level and personal ability
Opportunities are taken to develop the digital
literacy skills of most learners, using a range of
technologies in each unit of work.

and reading.

Some opportunities are taken to develop
the numeracy skills of the majority of
learners, sometimes appropriate to their
course level and personal ability
Opportunities are sometimes taken to
develop the digital literacy skills of the

majority of learners.

Core skills are in some parts of SoW but are
quite general and not always subject specific
or embedded in the lessons.

The majority of learners...

Are not encouraged to discuss work or
improve understanding. They are given basic
vocabulary and written/oral responses are
brief; they are rarely encouraged to extend.
There is an overuse of worksheets limiting
learners’ opportunities to develop extended
writing or to improve SPaG.

Are not given opportunities to apply
numerical skills learnt in maths or Numeracy
lessons.

Have limited oppertunities to develop digital
literacy skills in their lessons.

Fte
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Every opportunity is taken to develop the Welsh

Opportunities are taken to develop the Welsh

Opportunities are sometimes taken to

Are reluctant and/or not encouraged 1o use

language skills of nearly all learners and use bilingual language skills of most learners. Bilingual develop the Welsh language skills of the Welsh language in lessons.
resources and terminology provided by the tutor. | terminology is provided by the tutor majority of learners.
Extended Pathway Developing Pathway
(sustained, consistent excellent practice) (needs support)
Teaching: # Teaching is excellent. The tutor is skilful and has a *  Most teaching is good showing good knowledge #  The majority of teaching is good, although Teaching is uninspiring.
variety of teaching and learning activities to engage and and pedagogical skills. Some is excellent and some aspects are adequate or insufficiently Tutor  demonstrates  insecure subject
Knowledge; aspiration; variety of inspire learners. very little, if any, is adequate challenging. knowledge or pedagogical skills.
strategies & impact on progress for | * Tutor is kr!nwledgeabie, very a:m.husiasuc and effective ®  Tutor uses subject knowFEf‘l.ge to motivate and *  Tutor hasseurv‘dl subject knowledge but does Tutor does not have high elpectal_mns of
Sl abilities and tevels. in de learners’ k ledge and L dl learners and facilitates progress not always facilitate progress. learners: often hoping for, but la:kmg the
*  Tutors have very high expectations of learning, outcome ® The tutor has high expectations of outcomes ® The tuter has good expectations of skills to create, good outcomes, learning or
and behaviour from their learners, and behaviour from leamers outcomes and behaviour in class, from most behavicur.
® Tutor allows the lesson to ‘flow’ and uses secure ® Lesson plan allows for incidental teaching and of their learners. There is very little spontaneity or incidental
knowledge and pedagogical skills to adapt approach to learning to happen and te be productive ®  There is some flexibility in planning to allow teaching seen.
meet needs of learners ® Tutor is flexible and adaptable to arising for some incidental teaching and learning: it Tutor is unable to adapt plan or approach to
#  Opportunities for incidental learning are evident and situations. «can be anecdotal. meet the needs or issues within a class or
exploited appropriately. ® MAT and ALN learners are challenged and 4 There is a lack of variety in the teaching and lesson.
® All learners, including MAT and ALN are challenged in supported to make progress in all aspects of the learning activities, Teaching dees not promote the value of
the lesson. lesson ® MAT and ALN learners’ needs are learning and does not add value to the |
considered but not challenged or planned learner's progress or meet the individual's
i for, v, needs (MAT or ALN included).
Assessment: . P ive, th ioning leads to * Good open questioning leads to responses both # Frequent questioning leads to responses Limited open, more commonly closed
responses both orally and written by nearly all learners orally and written by most learners. both orally and written, by some learners. questions leads to few extended responses.
Evidence of AfL; AaL; Aol - * Questioning by tutor and learner uncovers * There is little thinking time allowed in Questions from peers or the learner are rarely
®  Understanding is developed, as is learners’ ability to misconceptions and clarifies tasks and the way response to tutor or peer questions, of for developed/sxplored appropriately in lessons.
Evidence of Tutor, Peer and Self- improve their own questioning skills, : forward. Iearnfrs to pose and respond to their own A minority °f, learners know or understand
Assatamant: Nearly all learners know how to evaluate and improve *  Most Jeamns_knnw how to improve work. cgl{esh_ans hoM{ they can improve theirr wur!:.
work. * Many can identify and rectify commen ®  Minority of learners know how te improve A minority of learners can identify or correct
® Nearly all learners can identify and rectify mistakes, and mistakes. work — this can be due to the lack of clear common mistakes.
learn from them # There is a good balance between praise and feedback. Devel or fe i are
# There is an excellent balance between praise and constructive feedback. ® Minority can identify and suggest rarely used by the tutor, self or peer, |
constructive feedback, in a variety of strategies. * There are opportunities for tutor-led, self and corrections of common mistakes. Learners cannot self-assess and have not the
® There is variety of. and opportunity for Tutor-led, self peer assessment in the lesson, ®  There is some praise and feedback given. skills to use peer assessment correctly.
and peer assessment in the lesson. ®  Learners know how to use feedback to improve ®  There is some opportunity for tutor-led, self There is little evidence of learner using, or
& Learners know how to improve their work using tutor, their work and peer assessment in the lesson, knowing how to use, feedback to improve
self or peer targets/feedback. & Marking and assessment s consistently ®  Attimes, feedback is used to improve work. work.
®  Marking is constructive, accurate and of high quality. accurate. ®  Learners’ work is actively monitored, and is There s litile evidence of continual or
assessed, normally by the tutor, but not sustained assessment, as marking is variable
always with rigour or consistency. and targets are too vague, u
| Planning, Learning and Teaching Pathways
Many strengths, including signif ples of consistent, excellent planning for leaming, leaming & teaching.
Willingness to lead and undertake further development.

Many strengths and good, consistent planning, learning and teaching, with no imporiant areas requiring significant improvement,
Willing 1o share and develop new strategies,
Strengths outweigh areas for improvement but there are inconsistencies in planning, learning and teaching.

Some structured training or Mentor support needed.

Important areas for improvement needs attention and support in planning, leaming, teaching, and these outweigh strengths.
| Formal support from curriculum / T and L Mentor required.

Developing

Moderated and Signed... Dated....

§ colegsirgar § colegceredigion § colegsirgdr @ colegeeredigion
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Email - Katy Barron - Outlook

2/18/2020 e\/’\dQY\C‘.Q | <:1\

Coaching and Mentoring

Bryony Evett <Bryony.Evett@colegsirgar.ac.uk>
Wed 12/02/2020 09:37
To: Katy Barron <katy.barron@ceredigion.ac.uk>; Nia Williams <Nia.Williams@colegsirgar.ac.uk>

ﬁ]J 2 attachments (472 KB)

Action Plan - Individual or Team.docx; Informal observation template.docx;

Hi Both

Here are the action plan and observation documents we use in our team. We also have a college wide tracking
sheet but | an unable to share it due to personal content. Essentially it is a document that myself, my teaching
and learning mentor and Amanda Daniels are on. We track conversations, emails, actions and meetings if it is
connected to the mentoring and coaching work taking place.

Best wishes
Bry
Rheolwr Addysgu a Dysgu

Teaching and Learning Manager
Coleg Sir Gar a Coleg Ceredigion

W colegsirgar § colegceredigion ¢ ) rnsii i
Rhan o Grwp PCDDS  Part of the UWTSD Group

Mae'r e-bost hwn ac unrhyw ffeiliau atodedig yn gyfrinacho | ac at sylw'r unigolyn neu'r sefydliad a enwir uchod. Bydd unrhyw farn neu sylwadau a
fynegir yn perthyn i'r awdur yn unig ac ni chynrychiolant o anghenraid farn Coleg Sir Gér. Os ydych chi wedi derbyn yr e-bost hwn ar gam, rhowch
sylw i'r gweinyddwr ar y cyfeiriad canlynol: postmaster@colegsirgar.ac.uk

Cysidrwch yr amgylchedd - a oes wir angen argraffu'r ebost hwn?

This email and any files transmitted with it are confidential and intended solely for the use of the individual or entity to whom they are addressed.
Any views or opinions expressed are solely those of the author and do not necessarily represent those of Coleg Sir Gar. If you have received this
email in error please notify the administrator on the following address: postmaster@colegsirgar.ac.uk

Please consider the environment - do you really need to print this email?
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Coleg Ceredigion Staff Induction Programme
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An Introduction to Coaching

A Toolkit

Coaching

The purpose of coaching s to be used as 2 supportive and angoing process designed
to help individuals gain confidence and rompetence to overcome the challenges that
they may facs.

The focus s on empowering the individual ta veek ‘self-solution’ to probloms in ordes
to become more resilient and sall-raliant in the evar changing demands an
expectations plazed on them,

The key purpose of the conching is 1o support the cnachee Lo explore the options and
consequences in relation to.a problem that they ase inorder to achieve a desired
outcome.

Coaching ia not about establishing & quick fix Lo & problem but actually looking at
wustained eultural change thal, within time, is not rellant on support.

Raising Awareness and Responsibility

The goal of the coach is to raise awareness in the coschee Lhat they are constantly
making choices (whether they realise it or not).

ware of this they ean start to make be
chosees.

It is omly when the coachine become

The Existential Crisis

w

amt Coach is the one who brings out the brilliance in others’

Naney Kline
“Time Lo Thiok' 1999
TimME
With this in mind - what do you thiok are the _ [[$)
THINK

characteristies of a good coach and a good

coaching processt 5

“ S
OSCAT MODEL Cavey's Circles of Concern

NS

l MENTORING

COACHING

Coaching involves delving
underneath the water ine 1o help the
coachiee discover and understand the

-
underlying issues and barriers that
Shjtunsh driwt their behaviour, therefore
Yowtlogn iving them the power to change
Sakian themaelves.

— ——
COUNSELLIN e T OSCAR MODEL - A Structured Conversation
e XD
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Non
Directive

Directive

Non Directive Questioning

Question Examples

Adking Effective Coathing Questions

The quattionn ssked bY the conch rane Y. To bavean elfective
coaching tyia yos must sk factive queshons.

Questions bagamng with WHAT, WHEN, WHQ, HOW MUCH ars uaad s quasiify or pather facte

WH .
Wy dul o do thal 7", & battar quastion weshi ba; *Whal prempted you Le lake that action?”, o *What

stapped yout (Rathar than why didn | youtl, or * Whal ware your rassera” (Ralber (han why & you do
I

Probefer eoiail broadly and gy fors < detad

deapac or sak for mere detail b sass (e ltan

hrtally dhucured factors (bat may be impartant

Blind Speis cot barmers that
ey wars prevaessly saware of.

Covey’s Circles of Concern

This Is 8 powerful tosl that enable
u canchee ta elosely examine those -
wortlesand coneerns that they earty T
sad analyse their potentlalto cause
change snd improvement for each
cancern. This technique is designed
Lo filter oul thase parts of & probles
that we are hot able Lo influence and
controlin order to identify those \ ]
Ut we can have & direct impacton, | f
This encourages the individual ta
“work on samething that they can do
something about’ (Worth Consulling
- Workshop Manual

Leading Questions:

Be aware of trying to lead the cosches to Lhe answers 5ou want, Lo where you wan{
them to be, Avoid beading questions and questions that imply eriticism. Common
mistakes would be Lo ask leading questions like * Do you think it would be  good
idea i you.......” or *Have you thought o...

You mustn’t try to i @ @, @
o (=] o =]

The P s Whee
The Performance Wheel 1 (i s stoms s o

ook i  car st eprasentaion o hee
acroad mcemas s ot xS
i o

T tool can b ravastad tbrough the coachang
rochas 1o halp tha ceacten searly fafine progrias
i, i s, ro-defin actions s neaded.

Tha wheai hus an oter i 0 which (e suizomas

26

10/03/2020



Evaaence

Applications

Sell Service Passwond Reset

Cyiix - S1aff Deveinpmen!
CulegTv

Coieg Ceredgion Webslle
ColegSirGar Websie
Cofege intemal Vacancies
College Varancies

£5G Nel Reports

C5G My Asence

EBSS Agent

Engineening Reguest
eTrak

ESQ Claims

Gar | System

5 Google

Google Classroom
Googe Drve

GWAVA Refain Archive
Helpaesk - by Tickets
Libeaty

Library Catalogua

Mooaie

Wy Fles

Wy Frinbayg

My View

Office 365

Password Allocstions
PERI

Reprographics Reguest
RLP Shared Staff Development
Reom Boakings

Iy

You are hee Haire

Fealured News

0 HARNER

Information for Staff 17 July 2019

PLEASE WEAR YOUR LANYARD

ITHELPDESK - If vou have an 17 issug, please ¢mal calegannar ac ux 1o raiee @ iicher as inere s telephone

TOPTCTTETITESET

RE-STRUCTURE: Following ths recent Voluntary Release programma a revised Senier Management ané Facully strucins has been
#3teed Details of the Senior Management Structure and specific geographical responsibilities con be found HERE. Details of
the Faculty Structurs can bé foundHERE Please nate & small numbar of acpoininients are raquired and thesa will be mada bemeen
naw and August Detaile of the posts will be made available via the Gateway and e-mall over the next faa vweeks leading 10 app
late August

ENROLMENT TIMETABLES 2018/20 - Coleq Sif Gar H5RE Coleq Careaien = RE Please familarse yoursieves with insmn

ready 1ar August Diokh
216 tor Home e

NEW COLLEGE VIDEO: Se= fl herz now hit;
promolional Wase

oolegeirgar ac ul

CYNNYDD: The CynnyGd team are now WEICOMING referrals in preparation for Seplember If tere are any students whom you
Rave ientified 2s needing suppar via Cynnyad for SEpIember, please SEn INelr Name & person Cooe

w0 WOOIEYSIAT ac ik whe will pré-populale a referral form & e-mail it acress o veu for completion. Mentorng refermais
need to be sent directly to Latthew Margan@coleqsingar ac uk for alicCation The students will then be atle lo access supper when
1he new academic year begins Flease be aware students cannot receve Cynnyod SUPPOT withou! a completed referal form from a
mernber ¢T SIal For a 'Step-y-Step guide’ please click HERE

CYNNYDD CSG: For 2 slep by Slep guide regarding support see HERE SAFEGUARDING CONTACTS phease

see HERE EMERGENCY CONTACTS 12/19, piease see HERE EVENING WORKERS CONTACTS. Emergency cantact is the
tocal carelaker. hobile nuinbers: Graig 0779857 118 or (776346527 Eibamwya 07E76474240, Job's Well 07796517455
Ammanieng §7798 572120 FREEDOM OF INFORMATION REQUESTS CONTACT mike williams Gicokqsirgar ac uk
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Policy Title Staff Development

Policy presentation This will be made available in writing (Arial font size
12) in Welsh and English. Alternative formats may be
requested. Such requests should be made to
mike.williams@colegsirgar.ac.uk

Policy communication Staff Gateway
College Website

Main purpose of the The main purpose of this strategy is to support the
policy (Brief Summary) college Mission, Vision and Strategy 2013 — 16 to
provide structured and focused continuous
professional development available to all employees
of the college.

Main Author Amanda Daniels Director of Teaching, Learning and
(Who can provided advice | Staff Development
and guidance on contents)

Date approved at
Corporate Board

Date effective from 2015

Date for renewal 2018

Equality Impact Yes
Assessment needed
Yes or no)
Date of Equality Impact 17/11/15
Assessment
Welsh Language Impact | Yes
Assessment
Date of Welsh Language | 03/11/15
Impact Assessment
Risks Associated with
Policy
(If policy is not
implemented)
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1. Context
1.1 Coleg Sir Gar is a large further education College that is part of the University of

Wales: Trinity Saint David Group.

1.2 Staff development is critical in ensuring that the college meets the mission and
aims of its strategic plan and that individuals are empowered to develop their skills in
relation to the requirements of their roles.

2. Purpose of the strategy

2.1 The purpose of this strategy is to provide direction and an agreed approach to staff
development across the institution.

2.2 This strategy underpins the college’s Mission, Vision and Strategy and applies to
all staff.

3. Strategy development

3.1 This strategy has been developed through consultation and approved by the
Executive and Governors.

3.2 It has been subject to an Equality Impact Assessment.
4. Strategy statements

4.1 To raise aspirations of all staff in the institution to achieve excellence in
all aspects of their work.

4.2 To continually improve leadership, management and organisational
structures to support the learning and development of all staff.

4.3  To provide focused and relevant staff development and training which
supports staff and leads them to extend and enhance their professional
skills.

4.4 To ensure that the College meets the needs of its Welsh Language
Strategy by supporting any learning and development needs in the
Welsh language.

4.5 Todevelop and communicate an effective protocol which identifies need:;
allows an individual to apply for and access training; evaluates training,
and monitors and records an individual's training and development.

5. Implementation:

5.1 Raise aspirations of all staff.

e
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5.1.1 The institution must recognise and celebrate excellence and
achievements of staff in order that all within the institution strive to
develop themselves.

5.1.2 Through the performance appraisal process and other means of
professional dialogue, managers should discuss and set targets which
will help to develop individuals in their role.

5.2 To improve leadership, management and organisational structures to
support learning and development.

5.2.1 To develop a centralised function to oversee the implementation of
the staff development policy across the institution and all aspects of its
work.

5.2.2 To develop a steering group with representation from all aspects
of college work.

5.2.3 Line managers to commit to develop their staff in line with college
strategic aims.

5.3 To provide focused and relevant staff development and training.

5.3.1 To develop a means of undertaking a needs analysis for each area
of College work.

5.3.2 To focus staff development on individual needs unless whole
college compulsory training or whole college information dissemination
is necessary as part of a wider developmental process. Staff
development will be used to address equality and diversity issues.

5.3.3 To provide high quality trainers for staff development activities

5.4 Toensure that the College meets the needs of its Welsh Language Strategy
by supporting any learning and development needs in the Welsh language

5.4.1 The Welsh language manager will monitor staff development to
ensure adequate training is provided to develop staff to meet the needs
of the college’'s Welsh language strategy and the Welsh language
Standards.

5.5 Development of an effective protocol and monitoring system

5.5.1 To develop a means of effectively identifying training needs for
each area of College work.

5.5.2 To develop the current staff development booking system to
ensure that it works effectively to book, record and evaluate training.
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5.5.3 To provide guidance with regards to what can be recorded against
the common contract 30hrs CPD requirement as indicated in the
National Agreement on Lecturer's Workload Allocation for Further
Education Colleges in Wales.

6. Procedures

6.1 Training and development activities

6.1.1 Training and development activities organised for individuals and
groups will be addressed within the college by staff with specific
experience and expertise or when needed, by some external provider
contracted to deliver specific events.

6.1.2 An annual programme of staff development events will be
organised on specified staff development days to update and up-skill
academic and support staff. The content of these days will be decided
by the staff development steering group but will be focused on providing
continuing professional development.

6.1.3 A twilight and breakfast programme of staff development
workshops will be organised to update and up-skill academic staff in
specific areas of their work that they or their line managers have
identified.

6.1.5 The institution supports staff in contributing to and attending
relevant networking events from subject, course and functional
perspectives.

6.1.6 To ensure both academic and support staff update their own skills
and maintain a sense of currency and vocational relevance, the
institution supports opportunities for staff to undertake work shadowing
and industry updating.

6.1.7 Whenever possible internal training and development will be
available bilingually and resources will be produced in Welsh or
bilingually.

6.1.8 Sgiliaith the Coleg Cymraeg Cenedlaethol and UWTSD will be
utilized to deliver INSET

6.2 Responsibilities of individuals

6.2.1 Staff should contribute actively to the identification of their training and

development needs as part of a reflective self-evaluation or performance
appraisal process.
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6.2.2

6.2.3
6.2.4

6.2.5
6.2.6

6.2.7

6.2.8

6.2.9

Lo i S

All staff are strongly encouraged to undertake a day of work shadowing or
industrial placement to update their skills and maintain a sense of currency
and vocational relevance.

All staff are expected to develop an awareness of training and
development opportunities available to them.

Staff should attend any staff development and training specifically
identified by their line manager.

All staff should apply for onsite activities using the online booking system.

All staff should complete T&D 1 for any offsite short course and submit
the form to their line manager for authorisation. Financial support will not
be given to staff who have booked activities without first receiving the
necessary approval. All details of costs including travel costs should be
indicated.

Staff in receipt of offsite training and development may be required to
disseminate information to colleagues through making any literature
available or by holding a dissemination event. Willingness to do this is a
condition of approval for all training and development activities.

All staff are required to complete a reflective evaluation of the training
they complete enabling the college to evaluate the investment in training
and development activities. Training will not be attributed to the
individual’'s record until complete.

Staff must inform the staff development co-ordinator and line manager if
for any reason they are not able to attend a training or development
activity.

6.2.10 If staff are requested to attend training which involves an overnight stay

any time off in lieu must be agreed with their line manager prior to the
date of the training.

6.2.11 Consideration may be given to requests for release for a

course/exam/assessment undertaken for personal development

6.3. Line management responsibilities

6.3.1 Line managers should identify, prioritise and fulfil the staff development
needs of individuals and their teams in line with the Staff Development Strategy
and the overall business objectives of Coleg Sir Gar.

UREN
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6.3.2 Line managers should provide information to the Staff Development Co-
ordinator regarding all staff development activities arranged for their teams,
allowing for accurate recording on the College database.

6.3.3 Line managers should review with the individual and where appropriate
the Teaching and Learning Mentor the training and development needs of
individual staff.

6.3.4 Line managers should ensure that training and development opportunities
are effectively communicated to all staff.

6.3.5 Line managers should complete any necessary documentation pre and
post activity.

6.3.6 Line managers should formulate an annual Training and Development
Plan which will be informed by the outcomes of the performance appraisal
process. This plan will identify and detail the area’s staff development priorities
for the oncoming period.

6.3 Responsibilities of the Staff Development Department and Steering
Group

6.3.1 To support the Human Resources Department in the development and
implementation of a central induction programme for all new members
of staff and new managers.

6.3.2 To support the Director of Estates with responsibility for Health and
Safety to ensure that training meets the needs of the institution with
regards to statutory obligations.

6.3.3 To prioritise and arrange in-house staff development and training to meet
the mission and aims of the institutions strategic plan.

6.3.4 Provide in-house staff development and training which empowers
individuals and allows them to develop their skills in relation to the
requirements of their roles.

6.3.5 Provide in-house staff development and training which meets the needs
of specific areas and teams in line with the Staff Development Strategy
and the overall business objectives of the institution.

6.3.6 To provide a training record for each member of staff which records all
training and development activity.

6.3.7 To approve the use of external staff development as appropriate for
contributing to 30 hours contractual requirement (see appendix 1)

6.4 Financial Support for Staff Development and Training

r e,
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6.4.1

6.4.2

6.4.3

6.4.4

6.4.5

6.4.6

6.4.7

S

Applications for long courses will be vetted against defined criteria and
applications that comply with all the criteria may be selected. All staff
will be informed of the decision within a month of the applications
deadline of 315t May of each calendar year.

Postgraduate courses may be supported according to certain conditions
and the availability of funding.

Where approved, the College will support staff in the payment of their
course fee only. Travel, accommodation, subsistence or any other costs
incurred must be met fully by the member of staff. (Registration and
examination fees are included in the definition of course fee).

All staff on long term courses will be expected to evaluate their own
performance so as to appraise their line manager of their progress and
achievement. In addition, a sample of staff may be required to attend a
review meeting of the College’s financial sponsorship of Long Courses.
All new academic staff will be expected to commence teacher training
within two years of being employed by Coleg Sir Gar.

Candidates in receipt of long course funding will be expected to remain
in the employment of the College for a period of two years after course
completion. If they leave before the end of the agreed period they will
be required to re-pay all or part of the costs of the course. In such
circumstances the member of staff will be required to sign an “Education
Clause”.

Staff may enrol on a course offered by the College which is considered
appropriate and relevant to their day-to-day work. This should be done
with the approval of the line manager and the staff development
department and by completing a T&D 1 form.

If this process is followed, College tuition fees may be waived provided
their enrolment can be consumed within an existing group of learners
and adds no additional cost. Full cost recovery courses are not free to
staff, however a 50% fee subsidy may be applied to the cost of the
course if it is relevant.

6.5 Appeals:

6.5.1

All staff have the right to appeal against any decision made with regard
to approval of staff development applications. Appeals will be heard by
a panel independent of the initial decision comprising of a member of the
Executive team and a Director outside of the individuals department.
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As shown in evidence 1.10 and 1.11 CC include a ‘buddy’ system during the induction; where the
new employee has been given a designated employee to help them settle in to their role and the
organisation whilst supporting them with any help or needs they may have. However, the current
system isn’t as robust as it could be. A stronger system could improve productivity, staff retention
and quicker development as well as helping new employees with their confidence (BreatheHR,
2018).

The current induction process is being analysed in order to see where there are areas of
improvement; following a meeting with various members of the HR department (Evidence 2.1) a
new induction programme is being drafted; where new staff members will receive a two day
induction. To help promote the buddy system there could be nominated champions who are able to
promote positive role-modelling and positive coaching and mentoring to avoid any negativity
surrounding the buddy system or coaching and mentoring programmes.

A crucial part of promoting and maintaining a strong, positive and welcoming coaching and
mentoring culture and environment would be to devise and implement a policy. Evidence 2.2 shows
notes taken on what to include in an impending policy. All policies are accessible via the college
intranet and monitored and reviewed by the HR department (Gateway, 2020).

To promote the new policy, all staff are informed via an all staff email from the HR Department
(Evidence 2.3). This allows them the opportunity to familiarise themselves, making them aware of
the new policy and process as well as allowing them to ask any questions they might have.

To identify the skills, knowledge and behaviours needed by the coaches and mentors at CC,
guestionnaires were completed. (Evidence 2.4). A simple questionnaire was created using the
template as suggested by MindTools (2020). The completion of the questionnaire provides us with
the understanding on the skills currently held by our coaches and mentors and an effective process
to develop and enhance those skills can be created.

A common answer was to question 8 where they were asked if they are only considering
performance and skills, avoiding emotional states. Many as seen in evidence 2.5 find it difficult to
stop the coachee raising emotional or psychological issues without it coming across as rude or not
understanding. To support coaches on how to handle upset or distressed employees’ further training
could be arranged on how to specifically help with situations where employees are using coaching
sessions as counselling sessions instead of for the reason they have been referred; better sign
posting and awareness of ‘in house’ counselling services could also be enhanced.

Organisational best practice suggests having coaching contracts in places enables effective coaching
and mentoring (Brockbank and McGill, 2006). This is something which isn’t currently in place at the
college; further research and evaluation of coaching agreements could improve the programme at
CC. Despite the bureaucratic structure at the College, Megginson and Clutterbuck (2005) advise
coaching contracts do not have to be bureaucratic and written. Instead, they can be verbally and
morally agreed which is as legally binding as a written contract.

Lo



Evidence 2.6 is an email from a line manager whom | helped mentor during their first induction
process with new employees. This shows my effectives of mentoring employees, specifically
managers at the college.
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Induction meeting held 4™ April 2019 at Jobswell campus —1pm

Present:

Catherine Hill, Executive Director of HR and Wellbeing (CH)
Rosy Davies, HR Officer (RD)

Nia Williams, Assistant HR Officer (NW)

Lynwen Williams, HR Officer (LW)

Katy Barron, HR Administrative Assistant (KB)

Meeting held to discuss improving current induction process as CC and CSG

e Day 1 and 2 experience —can carry out within first 3 months
e Induction checklist
e Virtual tour of campuses — liaise with Emma, Danielle and Deiniol

Day 1

¢ HR to meet on site

e Scope day with them

e Provide schedule

e Walk around their campus and back for virtual tour of other campuses

e Discuss history of college, values and behaviours

e Site maps

e Housekeeping, fire alarm, parking, passwords, direct to policies, pay day etc

e General college

e Regulations at work — travel expenses, policies and procedures, my view, social
media policies, sickness absence etc

e Compulsory training — Prevent, Safeguarding, info security (day1), GDPR and Equality
and Diversity (day2). Ask Sam Williams why they are compulsory.
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Please ask for:
Catherine Hill, Extension 8124

Date

Address

Dear

Further to consultation and agreement with staff and unions, | am pleased to inform you of the
harmonisation of the following:-

Sickness Absence Management Policy & Procedure
Maternity Leave Policy
Pay Scales for Business Support Staff

These will be implemented from the 1 August 2019 and are available on the college gateway. Enclosed
is a copy of the Reporting of Sickness Absence Procedures. | would be grateful if you could familiarise
yourself with these documents.

Business Support staff will automatically transfer to the new pay scales from 1 August 2019 and
continue to receive the annual increment, if appropriate, until the top of the scale has been reached.

If current salary is higher in value than the harmonised pay scale, those staff will remain at their current
pay grade.

If you require additional information, please do not hesitate to contact me.

Yours sincerely

Catherine Hill
Executive Director
HR & Wellbeing
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Coaching and Mentoring Questionnaire

1.

Do you make it clear to the coachee/mentee why they have been referred to you? Yes/No

Do you believe you are viewed as a trusting and confidential person? Yes/No

Are you clear to your coachee/mentee how they are progressing through the programme?
Yes/No

Do you maintain the bureaucratic structure that exists in the college? Yes/No

Are you regularly outlining the goals and objectives during the coaching and mentoring
programme? Yes/No

Is it more important to ask questions or be an active listener? Yes/No

Do you ensure coaching techniques are only used during your coaching sessions? Yes/No

Are your only considering performance and skills during coaching sessions as oppose to any
emotional issues? Yes/No
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Induction

Katy Barron

Swyddog AD Cynorthwy-ydd / Assistant HR Offices
Coleg Ceredigion

Campws Llanbadarn Campus

Aberystwyth

Ceredigion

SYZ3 3BP

01970639 700 ext. 273

ey
o Men 09/03/2020 1333 o ) )

Katy Barron
Hi Katy,

Thank you for your help and guidance during the induction process for Laura and Sasha. Your mentering has helped me
successfully undertake my firstinductions as a line manager.

Diolch,
e
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