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Assessment Component (task) 2 - Portfolio (3000 words equivalent)

Produce a portfolio comprising six elements:

i) A Coaching or Mentoring Contract that outlines key information, identifies responsibilities
and expectations, and incorporates ethical considerations. (Appendix A)

i) A Coaching/Mentoring Log that records planned and actual activities with clients. This
must incorporate at least 6 hours of coaching and/or mentoring practice. (Appendix B)

i) A reflective journal outlining at least six hours experience of planning and implementing
the identified coaching or mentoring process. This should encompass feedback from your
clients. (Appendix C)

iv) A recorded coaching or mentoring session of at least 30 minutes duration, utilising the
model(s) identified from assessment component 1. (Appendix C, pp.20-21)

(Submitted via Turnitin)

v) A critical reflection (1500 words) on coaching/mentoring performance in the workplace
identifying strengths and areas for improvement. Your reflective essay should consider your
coaching or mentoring experience. You should be able to show that you understand the main skills
and behaviours of effective coaching and evaluate your own performance against these. Pay
particular attention to the ethical frame in which you have operated. Refer to your records and
your personal reviews of coaching or mentoring you have undertaken (you should have completed
pro-formas provided or devised by yourself) and include in your appendices. In conclusion, you
should identify your development needs and draw up a personal development plan focussed
around your coaching and mentoring development needs. There are templates on Moodle you
could use.

vi) A personal development plan addressing the identified development needs from the
activities above and your critical reflection. (Appendix D)
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A critical reflection

Tarrant (2013) discusses that in reflective practice there is the act of questioning or self-questioning
to break down what has happened or to look at what might happen, enabling the teacher to move
from novice to expert. In this coaching and mentoring experience, as the coach, | find this statement
an interesting assessment as | navigate through the complexities of my own coaching practice.
Similarly, Bolton and Delderfield (2026, p.29) argue that “questions determine directions, and what
might be discovered, rather than destinations.” Throughout this critical reflection, | will reflect on
what | have learned from this situation whilst also discussing how to improve for future and

professional development.

The course has enabled me to push the boundaries and be challenged so that | can continue to
explore ways of supplementing existing knowledge and skills. The model | use most regularly is
Gibbs Reflective Cycle (1988) to help me work through my insights in a logical way, as has been
demonstrated in my reflections in Appendix C. | intend to align my critical reflection with Gibbs due
to the clarity and stages of the model. It enables an understanding of the situation, whilst also

looking at the actions taken (Bolton and Delderfield, 2026).

Description

Ethically, | aimed to create a safe and welcoming environment for my coachees in order that they felt
respected, valued and comfortable to share their areas of focus. This then gave us a foundation to
work from and establish a connection from the beginning. The places that | chose to conduct our
coaching sessions were in a private, safe space as logistically this provided convenience and were a
viable setting. Passmore and Crabbe (2021) argue the need for creating a trustworthy relationship
that allows for a shared discovery in a safe space. Through achieving this, the coachee was able to
ask any questions that they may have had without feeling judged. It soon became apparent that
both coachees felt comfortable and relaxed in the environment as feedback demonstrated (see
reflections post session in Appendix C). The sessions lasted approximately an hour, and | was
exploring a variety of key themes from a transition into a potential new role during a restructure to
support on CV writing and potential new job offers that will be present in the future. My role was to
guide the conversation using a range of coaching principles such as open questioning, clarifying ideas

and concepts, as well as utilising coaching models such as OSCAR. The OSCAR model was developed
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by Andrew Gilbert and Karen Whittleworth and focusses on solutions rather than problems. The
acronym stands for Outcome, Situation, Choice, Action and Review (Bates, 2015). | used this model

during the recorded coaching session, which laid the foundations for the session.

Feelings

As a developing coach, initially | felt nervous and apprehensive about the experience as | was not
quite sure how the process was going to go. | felt aware of my own tendencies such as wanting to
offer advice or perhaps jump in but over time | harnessed these and | began to feel more

comfortable throughout the course of the coach—coachee relationship.

The learning that | had received from the practice sessions during role-play helped me get out of my
comfort zone early on and | realised that | could explore ways where | was able to be more assured,
such as taking a deep breath to give myself time to think and adopting strategies and tools such as
‘what | am hearing is’, in order to listen actively and repeat back what the coachee had said. This
took some practice but by keeping in mind the 80/20 rule, giving the coachee the space to speak

80% of the time | was able to become more proficient and adapt to the situation (LinkedIn, 2026).

During the sessions, my body language was contracted due to feeling unsettled at times and self-
conscious in the situation, but | tried to concentrate on sitting upright and focussing on the job in
hand. | explained to the coachee in the initial meetings that it was my first time coaching so to bear
with me whilst | adapted to the practice. This made me feel calmer, although | feel fortunate as both
my coachees were very comfortable in talking and they were open about their challenges. | utilised
some of the skill development from the action-based learning sets and took it forward into my own
practice (Appendix C, pp. 32-33). With these sets in mind, | think there were lots of different
elements to be proud of. For example, initially, | felt uncomfortable having to relay a particular issue
that was occurring for me at the time, but | remained resilient and adapted to the job in hand. The
hardest part of this activity was to choose the questions that my colleagues had presented to me
afterwards to see if they could help me to resolve the issue. | took actions from these questions and
the issue that | put forward has now been resolved so | feel satisfied about the outcome. Equally,
listening to others speak about their task was enlightening and at times somewhat emotive, as | was
taken on a journey through engaging with their experience. The actions that were gained from these

learning sets can be transformed into real-life coaching.
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Evaluation

The sessions were positive in several ways, including my ability to create a rapport with my coachees
and maintain a good relationship throughout their development. | felt | adapted to the coachees’
style; | listened attentively and aimed to focus the sessions. | also sustained a supportive
environment. My use of Cognitive Behavioural Coaching (Tee and Passmore, 2022) enabled them to
explore their thoughts more deeply by reframing them into thoughts that they could use moving
forward, and | challenged them by asking questions such as ‘what evidence do you have?’ (see
Appendix C, p.22). During the session, they used self-critical language and seemed unaware of the
impact that this was having on their confidence. So, with coachee 1, | encouraged them to write the

unhelpful thoughts down and reframe them more positively, almost like positive affirmations.

In sessions, | used a variety of models to get the most out the coachees, but also to enable growth
and development for myself as a coach. | felt more at ease certainly in the earlier stages to have a
framework to work with and then | could ask further open-ended questions as the sessions
developed. However, | noticed moments where | was unsure how to close a session and | wanted to

make sure that the coachee was comfortable that the session was coming to an end.

Additionally, upon reflection on my work with coachee 2, | realise that | explored mentoring without
realising due to the nature of the support. | guided this coachee on CV writing and preparing for
potential future job roles (see Appendix C, p. 27). Nemanick (2019) reviews that mentoring is
personalised one-to-one support that enables an individual to shift their thinking and make
meaningful changes. | felt as though this was achieved within the sessions, and we also explored the
STAR (Situation, Task, Action and Result) (EI-Amin 2022) method for interview questions, to come up

with a format that was effective to take into interviews and to develop the coachee’s confidence.

Analysis

Reflecting on the coaching experience, | realise that | could have looked at a broader range of
guestioning techniques as there were times that | was relying on more questions than others. | also
had guidance from some of the models such as GROW and OSCAR. This aligns with coaching
literature from Garvey et.al., (2009), who argues that particularly within coaching there is likely to be
a diverse range of models and perspectives. | used the GROW model in the early stages to help
maintain focus and direction. GROW stands for Goal, Reality, Options, and Will or Way forward (see

Appendix C, p.18).
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| created a pictorial summary account (Appendix C, p.23 and p.31) for both coachees to broaden my
reflective capacities and to see how it would help me develop as a coach. | found the exercise
cathartic and relaxing. | was thinking about the meaning behind my decisions and portraying the
images in a constructive manner, for example, the sunflower represents hope and optimism, which |
feel that both coachees demonstrated because of the coaching experience. | also enjoy visualisation,
so seeing the layout displayed in such an organic way supported these preconceived beliefs.
However, | prefer a written reflective style as | have always appreciated the power of language and

putting the sessions into context.

Conclusion

This experience has highlighted greater communication and my ability to draw the necessary
information out of the coachees. | believe that they both felt grounded and at ease when in the
session. My confidence has increased in applying coaching techniques that | was not familiar with at
first. Recording a session and listening to it back was especially helpful to understand what | would

effectively need to do to support learners and colleagues in future (Appendix C, pp.20-21).

Action Plan

On reflection, the coaching went well and | was pleased with the feedback | received from the
coachees in validating the experience (Appendix C, p.16, p.18, p.20, p.21, p.30). | believe it helped
that | knew them both quite well. If | were to repeat the process, it would be useful to coach
someone who | did not know, to assess and reflect on how | would feel in an unfamiliar scenario. To
improve future practice, | would develop my active listening skills by allowing even more time for
coachees to express their thoughts without interruption. This is reflected in my Personal
Development Plan in Appendix C, pp.35 - 37. De Haan (2008) suggests that it is these critical

moments such as listening that make a difference.

Established goals at the start of each coaching session may support keeping the experience even
more focussed. Through implementing these actions, | also aim to develop stronger coach-coachee

relationships.
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Appendix A

(Coaching or Mentoring Contract)
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Annex B

Wales Public Service Coaching Collaborative
Coaching Contract

It is both coach and coachee’s responsibility to work through this
contract together in the introductory session, to ensure mutual
understanding of the basis of the coaching relationship, roles and
responsibilities.

The Coach's Ethical Approach

in a coaching relationship, the coachee's agenda is at the centre of the relationship and
will be worked on jointly by both coach and coachee. As coach | do not have the answers
to your issues, but | am committed to working with you to éexplore them and help you
identify how to move forward. | will at all imes do my best to help you achieve all you
want for yourself but there are no guaranteed results; you get out what you put in.

At all imes, | will treat you with respect and treat all you tell me in confidence. There may
be occasions when something you share with me needs to be shared more widely, but we
will discuss this first so that you are comfortable, and whemrever possible, you will take the
lead in sharing the information with others. | may be asked to feed back generic
information regarding issues such as leaming needs, how public services are faring
generally or other points that can help inform further programmes; | will not however feed
any such information back if | cannot completely guarantee confidentiality.

As an intemal Welkh public service coach, | will work with a varety of people who may, or
may not be known to you. | will let you know if there is likely to be a conflict of interest.
Where we work together with this knowledge of others, the focus of our work will be on
your situation and your responsibilties. | will not therefore refer to situations or any
inowledge | have about these individuals, gained from my interactions with them.

Name of Coach: :Eﬁh’tﬂl
Signed: ..... = 1 m-%ﬂ.ﬂ?‘ﬂl’-_ﬁ

| agree that the prime purpose of this coaching contract is to support, maintain and
enhance my personal development and perfformance over an agreed perod of fime. As
the coaches, | will ensure that, to the best of my ability, | have met the agreed objectives
and aciion plan set out at the end of each session.

We have hoth agreed the parameters of this relationship and discussed their pracdcical
implications for us.
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We have agreed to meet every Fﬁ%’weeks for ..l.. sessiong. We have agreed that 1 to 2

hours is a suitable length of time for our sessions. We wif time these sessions to coincide
with specific stages of work or situation, so that constructive feedback can be provided
and objectives reviewed. It is the joint responsibility of both the coach and the coachee to
agree the scheduling of these sessions.

Our first coaching session wiit be on:
pater . 20.04.2026

Tme: ... o iia LIS B, i mmmmiirsessssrsssimssssanssmmnapmmeiiisie
VORI o S PG AL D B SRR st st sass

i for any reason a session is cancelled, we wil meet again at the next mutuaily convenient
date. The person who has cancelied the session has the responsibility to re-arrange the
session. Each coach will have their own cancellation policy, considering how many
sessions can be cancelled before they review the situation with their coachee and
consider ending the refationship.

} understand that iaking part in this coaching contract places responsibilities on me. |
agree to prepare for each session, to be punctual and to actively participate. | agree to
carry out any follow-up actions that | choose fo commit to within the coaching sessions as
per agreed timescales. | understand that alf that is discussed between us will be treated in
absolute confidence, unless we agree that information can be shared with anocther party.

| agree fo complete ali evaluation forms during and following the final session.

3 oapsar e s ek Eloow e Sk S sl bR Gl ol e el Dom i cen .y w30 el Tl T e T
POWiE SNBLINS BT NS 3ESSIGN iF nol nETUDisa. W Ofosr WD Give full aBienuon o ihe

interaction.

Any changes in circumstance wiil necessiiate the discussion and agreement of a new
coaching contract.

Either party can request a termination of the agreement if there is a breakdown in the
CoaChing réianionship, inagsquats commiment 1o he prooSES OF 30K OF $OGTEss paing

made.

} have read, and agree, this coaching contract.

Signed:

Coachee.. “0cheeT . Date: 20042,026 ..........
Coach: W ................................ Date: 200,4,.2936 ...........
Line Manager: .......ccoucecververeracncoaeccinemnnnnns |2t RO -
{If appropriate}

Pubitished by Public Service Manageent Waies, Weish Soverament
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Annex B

Wales Public Service Coaching Collaborative
Coaching Contract

It is both coach and coachee’s responsibility to work through this
contract together in the introductory session, to ensure mutual
understanding of the basis of the coaching relationship, roles and
responsibilities.

The Coach’s Ethical Approach

In a coaching relationship, the coachee’s agenda is at the centre of the relationship and
will be worked on jointly by both coach and coachee. As coach | do not have the answers
to your issues, but | am committed to working with you to explore them and help you
identify how to move forward. | will at all times do my best to help you achieve all you
want for yourself but there are no guaranteed results; you get out what you put in.

At all times, | will treat you with respect and treat all you tell me in confidence. There may
be occasions when something you share with me needs to be shared more widely, but we
will discuss this first so that you are comfortable, and wherever possible, you will take the
lead in sharing the information with others. | may be asked to feed back generic
information regarding issues such as leaming needs, how public services are faring
generally or other points that can help inform further programmes; | will not however feed
any such information back if | cannot completely guarantee confidentiality.

As an internal Welsh public service coach, | will work with a variety of people who may, or
may not be known to you. | will let you know if there is likely to be a conflict of interest.
Where we work together with this knowledge of others, the focus of our work will be on

your situation and your responsibilities. | will not therefore refer to situations or any
knowledge | have about these individuals, gained from my interactions with them.

Name of COCh: ... 355 emmvure B oo
TR e, Date ....15.03:2026.......

Name of Coachee: . Coachee2

| agree that the prime purpose of this coaching contract is to support, maintain and
enhance my personal development and performance over an agreed period of time. As
the coachee, | will ensure that, to the best of my ability, | have met the agreed objectives
and action plan set out at the end of each session.

We have both agreed the parameters of this relationship and discussed their practical
implications for us.

Published by Public Service Management Wales, Welsh Government
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We have agreed to meet everywweeks for ..l.. sessiong. We have agreed that 1 to 2
hours is a suitable length of time for our sessions. We will time these sessions to coincide
with specific stages of work or situation, so that constructive feedback can be provided
and objectives reviewed. It is the joint responsibility of both the coach and the coachee to
agree the scheduling of these sessions.

Our first coaching session will be on:

Date: -131.95‘:2-'@2'6 .............................................................
Time: ........ LB, cevisvnsinsnanisarnsssunvsswassrssmnursvsussonensasssanssvansansonnan
Venue: ..... (LQQC&.I‘QQWE;CWNW&@V\ .......................

If for any reason a session is cancelled, we will meet again at the next mutually convenient
date. The person who has cancelled the session has the responsibility to re-arrange the
session. Each coach will have their own cancellation policy, considering how many
sessions can be cancelled before they review the situation with their coachee and
consider ending the relationship.

| understand that taking part in this coaching contract places responsibilities on me. |
agree to prepare for each session, to be punctual and to actively participate. | agree to
carry out any follow-up actions that | choose to commit to within the coaching sessions as
per agreed timescales. | understand that all that is discussed between us will be treated in
absolute confidence, unless we agree that information can be shared with another party.

| agree to complete all evaluation forms during and following the final session.

| will ensure that the session is not interrupted, in order to give full attention to the
interaction.

Any changes in circumstance will necessitate the discussion and agreement of a new
coaching contract.

Either party can request a termination of the agreement if there is a breakdown in the
coaching relationship, inadequate commitment to the process or lack of progress being
made.

| have read, and agree, this coaching contract.

Signed:
Coachee (lachee 2 pate: 1% /00/ 2adé.....
Coach: ..£RSS. oo e Date: ..\510312026........
i Line MANAGOT: .......c.uecrseemressessensrmsesssessenns R ——
(If appropriate)

Published by Public Service Management Wales, Welsh Government
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Appendix B

(Coaching/Mentoring Log)

12



Coaching Log

Year: 2026
Coachee 1
Session Session Session Session
1 2 3 4
Date 20.04.2026 24.05.2026 7.05.2026 10.05.2026
Type of session Introductory session Coaching Coaching Coaching
Length of session 0.50 1.00 1.00* 1.00
Coachee 2
Session Session Session
1 2 3
Date 18.05.2026 21.05.2026 01.06.2026
Type of session Introductory session Coaching Coaching
Length of session 1.00 1.00 1.00
KEY:

0.25= quarter hour/15 minutes

0.50= half hour/30 minutes

0.75= three quarters hour/45 minutes
1.00= 1hour/60 minutes

*0.50 recorded

Total number of coaching hours: 6.50

13
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Coachee Name: Coachee 1
Coachee Role: (4 |/, \:) AsSS SYan(

DL TSO

Coachee Organisation:

Coachng issues- general areas to be worked on

1. Lack of confidence progressing into a new role

2. Managing new expectations - transitioning to a new role within UWTSD

3. Geﬁmg ko Kne> anews tearu- o\dq‘:ﬂqu'j o ned Shuailo
Agreed specific outcomes related to each issue:

1. Wor g race coupel ¢ UV\C;\QJS\rCV\& rools po E@ﬁcﬂx\wé
(,-SO'K_M%/ Q«yc}:ﬁ;hﬂ role |
5 &COgNS\U\ﬂ i’\[ CJ(_,,"V\.«L'L\? c«CE(JJ‘ ',PJH‘\L\j (rE‘ A PFQCL
3 Worka 9 colaloor O&vdrj U sleert - good Rdhicalin,
Haoo- o e grogheiiing

2

Date: .22 /oLl E%

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

Date: 30[0(-(’[2/@
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Reflective report

Coach: Jess Hill
Coachee 1

Date: 20.04.2026
Session: 1

Duration: 30 minutes

Description

The coachee and | met in a safe space where we both felt comfortable to undertake our initial
introductory coaching session together. We both sat down in relaxed chairs as we gathered our
thoughts. | presented to the coachee the contract and as she had read through the document before
was able to sign and date it. | had also given her a link to the ethics and code of conduct that she
could read in her own time.

The coachee shared her feedback: -

“Our first session took place during the interview stage of the process. It was useful to have the space
in which to air my thoughts, allowing me to voice my hopes for getting the position | wanted -
something that was difficult to do within the department as colleagues were competing for the same
role.”

Feelings

| was thinking about how nervous | was feeling, posing questions in my head — was I going to come
across okay? What questions to ask? Was the conversation going to flow? However, when | laid the
cards on the table so to speak and said that “/ was new to coaching so to bear with me during this
process” | began to relax and get into my stride. There was a moment where | paused and said, “/ am
just trying to think of the next question”, but it didn’t last for long and | carried on. | was naturally a
little nervous and | wanted to do well but | also felt that this didn’t hinder me too much.

Evaluation

What went well was that the conversation kept going along a valuable path of self-discovery. The
coachee gave detailed answers to the questions and so | followed her lead, which prompted me to

16
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ask the next question. | felt as though | demonstrated Socratic questioning and kept to the 80/20
rule of allowing the coachee to speak 80% of the time.

What didn’t go so well was that | wasn’t sure how to wrap up the session — | think | could have
thought about the conclusion a little better. | may think about asking “is there anything else you
would like to bring up today?” before drawing the session to a close.

Analysis

| can make sense of the situation by analysing how | was feeling. | was worried about how whether |
was going to come across okay. | wanted to make the coachee feel at ease and relaxed. | am not
sure if she picked up on my idiosyncrasies portraying the uncertainty. It was a learning curve that will
lead into making small changes to improve and get better as a coach. | am willing to take this
learning and further develop my skills and aptitude for the role.

Conclusion

| could have ended the session in a cleaner way rather than feel that it was an abrupt ending. | could
have also discussed the outcomes with the coachee at the beginning, but these will be addressed in
the next session.

Action plan

In the next session, | would address the outcomes and lay out some questions for discussion based
on the topic that was presented in this introductory session.

17
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Reflective report
Coach: Jess Hill
Date: 24.05.2026
Coachee 1
Session 2

Duration: 60 minutes

Description

The coachee and | met in the same space as previously for our second coaching session. It was a
more relaxed setting. The coachee had just finished the last of her interviews in amidst the
restructure that the library is currently going through. So that was a topic of discussion initially,
which was carried along that trajectory.

Feelings

| felt more confident and self-assured in delivering the questions and opening the conversation to
see where it led. | also considered the coachee’s emotions and feelings after a difficult time of
interviews that the coachee had been experiencing that day.

In addition, | was feeling a little stumped and concerned on whether | was asking the correct
questions. | guess the doubt was creeping in. Having used the GROW model, this helped to alleviate
some of the concerns and shape the coaching session on this occasion.

The coachee shared some of her feelings at the time of the second session: - at the time of the
second session: -

“By the second session, | had discovered | was successful in my bid for my preferred post. However, it
felt difficult to express my gratitude and happiness at gaining the job | wanted when others were
unhappy at the positions they had been given. Hearing some people express why they thought they
or others may have been more suited to the role made me question my abilities. Through the
coaching session we investigated these fears, looking at how | could reframe my thinking to more
allow a positive viewpoint, as well as plan a framework to mitigate some practical concerns.”

Evaluation

What went well was that the conversation flowed, and the coachee felt that she could be open about
her experiences and felt comfortable. On the other hand, | found it difficult not to give too much
advice and attention to the emotive side of the two-way conversation. For example, when the
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coachee was talking about the worries and concerns, she had regarding the current environment so
if she had positive news but someone else didn’t have the outcome, they wanted then it was about
navigating around that effectively.

Analysis

Overall, it was a good coaching session and the feedback | received from the coachee was positive in
realising her goals and building her confidence. She felt as though she could be open to me as a
coach as | am outside of the current situation. She had concerns around talking to others openly as it
may prompt feelings or emotions that are aired not necessarily in the best light when colleagues are
feeling uneasy about the restructure and they may have not been given the choices that they desire
after interview. | used the GROW model to help shape the process, therefore asking specific
questions based on each part of the model. | felt as though this helped the conversation to flow and
prompted any gaps that needed filling in.

Conclusion

Overall, this experience taught me that | can deliver an effective coaching session that the coachee
responds well to. | have learned that | need to develop my Socratic questioning techniques, but |
believe that this will come in time.

Action plan

In the future, | will improve this by developing Socratic questioning techniques further, possibly
reframing on a deeper level what the coachee has to say about their experiences. | will use further
theories and models to enhance the session.
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REFLECTIVE COACHING THIRD SESSION
Coach name

Coachee name: ...... Coachee 1

A 30-minute segment of the 60-minute coaching session was
recorded.

Session information (duration, issue, theme etc.)

Duration: 60 minutes
Issue: Successful at interview so transitioning into a new role. Feeling apprehensive.

Theme: Doubts and worries creeping in so how to override these.

What 3 words best describe the session?

Mindset, success, positivity

How did you build a rapport with the coachee?

I think having an existing connection with the coachee helps us both feel relaxed and comfortable. |
asked the opening question of ‘how are you?’ at the beginning of the session to create that that safe
space and then drew upon points noted in the previous session, whilst prompting the conversation.
It appeared that Coachee felt comfortable as she did the majority of the talking and came to her own
conclusions.

The coachee’s feedback supports this as she highlights that:

“My coach Jess has been enormously kind and supportive in encouraging me to think about my
situation, asking gentle questions that have helped me reconsider my assumptions.”

What went well?

The conversation flowed and | adapted to changes in Coachee’s tone of voice and mood, so | could
either make some suggestions or provide a level of comfort. | used the OSCAR model, which
scaffolded the session nicely.
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Did you do anything completely new?

| used some cognitive behavioral coaching techniques, which seemed to work well.

Did anything surprise you? (For example, about something you discovered about yourself, working
with others, the way you reacted to anything that happened etc.)

What surprised me was that | remained calm throughout the session, and | felt as though the
guestions guided self- discovery. | wanted to provide and give advice and at times had to hold back
from going down this route too much. The information that | did give was taken on board and
reworked so that Coachee came to her own conclusions...

“Advice from Jess - such as taking a negative thought, interrogating it, and finding evidence in my
past career to suggest a contrary view - have been a great help.”
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Review session (Reflection)

Questions | asked the coachee during this session...

Coachee 1

1.

What would you like to bring to the session today?

The session was centred around the new job role and the feelings surrounding this new
undertaking. The emotions are that feeling of excitement and a little trepidatious about
what’s to come. Overall, really looking forward to learning new things and the training that
will be involved.

What were your biggest insights from our time together?

Recognising existing strengths moving forward and the importance of prioritising goals. Also,
an awareness of increased confidence since starting the coaching and a recognition of
support networks including myself to navigate the transition smoothly.

Looking back over the progress we’ve made, what are you most proud of?

The coachee mentioned that she was proud of her coach due to making her feel at ease and
for being a good listener. The ability to create a safe space for the coachee to really be open
and express herself in a way that perhaps she may not have under different circumstances.

What challenges are you likely to overcome?

The negativity of other people can make it hard to counteract. Comments such as “well what
experience do you have?” Should the coachee respond directly to the question or should she
respond differently and more indirectly. It is difficult to think on the feet at the time but feels
like she wants to prove a point, which she shouldn’t have to.

How can you use your new tools independently?

Reframing thoughts using some CBC techniques to allow for a more positive mindset. Any
negative thoughts that creep in e.g.” | am not sure if | can do this job.” Coach responds,
“what evidence do you have?” The thought reframed as “I have the experience and the
knowledge to support my new role.” Also, using analogies such as driving a car to get to
places using a sat nav — the more | do the more used to the journey | will become.
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First introductory coaching session reflective report

Coachee 2
Date: 18.05.2026
Session 1

Duration: 60 minutes

Description

The coachee and | met in a safe space, where we both felt comfortable. The coachee read through
the contract first and signed the agreement. We also looked at some of the issues and outcomes
that the coachee was bringing to the session so that they were documented. The coachee wanted
support with rebuilding her confidence into a potential new role as she was nearing the end of the
UWTSD contract during the restructure process within the library. She is successful on paper and
secures an interview, but this doesn’t always necessarily follow through to the result of getting the
role she wants.

| lay out some ground rules such as confidentiality and being new to the role as a coach. This set the
precedent for the session and allowed me to relax as coach as we began the meeting.

Feelings

| felt okay but also acknowledged how the coachee was feeling as after the opening question of “how
are you doing today?” it became evident that her confidence and moral was low. This was due to
the current situation that is going on now, which is the restructure at UWTSD library throwing the
teams feelings into disarray.

| was thinking how could | adjust my questioning techniques to align to the coachee’s needs and
requirements to be able to provide enough support that would develop her confidence not only in
herself but also in me. This is because the coachee has been let down in the past and continues to
feel like she is not progressing to where she needs to be and in the role she wants ultimately.

| felt as though | had to adapt quite quickly to this and provide empathy and compassion when
needed the most (see Appendix C, p. 30 for feedback from coachee). | provided a level of comfort
and support to my coachee utilising the GROW model to scaffold the session accordingly.

Evaluation

What was good about the experience was that | felt that my coachee developed trust in me from the
start and was able to be open with me during the session. There was also a good connection
established allowing us to progress steadily throughout the course of time. | could see that the
coachee showed some emotion of which | adapted to by providing some guidance and comfort
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through certain gentle questioning. She responded to these well and we spoke about some actions
and necessary steps to take that would help this situation.

What didn’t go so well was that it was an introductory session, which | had planned for around thirty
minutes, but it was around an hour. Although, | don’t think that this can be seen as a negative point
as it allowed the coachee to disclose anything she was comfortable with. | used the GROW model as
previously mentioned, however | didn’t have the questions immediately to hand, so | had to look in
my file for them, which interrupted the flow of the session.

Analysis

| can sense that the coachee was visibly upset by the ongoing situation and just wanted to talk with
someone who is outside of the instability that is happening at the time. | just wanted to provide a
level of reassurance and satisfaction that everything will be okay. However, | knew that | couldn’t be
100% reassuring as | don’t know exactly what will happen, so it was also an unnerving experience for
me and surprising in that | wasn’t sure if | was saying the correct things. | just wanted to fix the
situation but knew that it was out of my control and what | could control was in that moment
providing some comfort.

Conclusion

| felt as though | could have done more to have supported the coachee in a way, but | also allowed
them to do 80% of the talking and with a little guidance came to her own conclusions ultimately.

Action plan

The coachee is going to refine her CV so that she feels more comfortable when applying for further
jobs based on templates. Look at the UWTSD Career Centre guidance for some ideas on how to
move forward when looking at applications and not to feel too overwhelmed.
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Reflection — second session

Coachee 2

Session: 2

Duration: 60 minutes

Date: 21.05.2026

Description

Reconvened in the safe space and where we both felt comfortable.
Feelings

Coachee 2 seemed to be more positive about job applications. | felt that | was embracing the energy
and feeling good about the session.

Evaluation

What went well about the experience was that the trust and connection had deepened, and the
coachee felt more encouraged to be more open about their feelings. | felt supportive and guided her
in refining her CV so that she felt more confident when applying for jobs. | realise, however, that this
may have overlapped with mentoring so moving forward | will be more aware of this next time and
perhaps provide a more structured approach using one of the models as before. After having
explored a few, | am now more aware of what is working so will endeavour to put this in place.

Analysis

The sense | can make from the situation is that | was engaged throughout the session and my
coachee mentioned that | am a ‘good listener’, which took me a little by surprise as | always try and
display active listening as a skills but | wasn’t aware that it was overtly translated to the other person.
I think if my mind does wander from time to time or | do get distracted then | always try to negate
those feelings by bringing my attention back to the present moment.

Conclusion

| could have provided more of a scaffolding framework for the coachee by perhaps asking more
Socratic questioning but | think due to the nature of the issue that the coachee brought to the
session it presented perhaps a more different set of tools that | had to come up with, therefore
crossed over a little into mentoring territory. Positively, though, | have had the opportunity to learn
from both styles and | feel that | can utilise these skills in the future.

Action Plan

The actions taken forward after this session was that the coachee was going to refine their CV and |
was going to aid this by providing some guidance on format. The coachee was going to think of the
types of questions that she has been asked in interviews and the answers to them. Then let me
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know and we were going to think about in our final session how to add some further detail or
reframe some of the content. The final session will be our review session.
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Reflection — third (review) session

Coach: Jess Hill
Coachee 2

Session: 3

Duration: 60 minutes

Date: 01.06.2026

Description

The coachee and | had our review session in a safe space on campus, where again we both felt
comfortable.

Feelings

For me it was slightly different as we were in a safe space near the library and the blind was half
open so as a coach, | was positioned facing out towards the library so could see people coming out of
the library, which did present a bit of a distraction. In hindsight, | should have closed the blind before
we started, but the coachee was quite emotional to begin with, so the thought left my mind. |
provided comfort to the coachee in this situation.

Analysis

| was unsure how to handle the emotion at the start as the coachee was visibly upset, but | just
provided some gentle and supportive words that hopefully grounded the situation. What went well
was that the coachee seemed pleased with the re-working of the CV and will accept the changes.
Again, | realise that there was an element of mentoring that came into play, but on the other hand |
was attending to her needs, so | was following her lead. It is a learning experience, and | guess you
are not going to get it right every time, but | will take forward this acquired knowledge and
implement it in future sessions.

Evaluation

We spoke about using the STAR framework for interview questions in creating a format to work with
when formulating answers to the questions.
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Conclusion

Overall, the coaching session was productive and positive and there is learning that | can take from
the session. | created trust and stability for the coachee. The session reinforced the importance of
adapting my approach to the needs of the coaching even when this has involved moving towards
coaching and mentoring techniques. | take on board that there was more mentoring guidance given
but it was the information that | was presented with.

Action Plan

= Looking at LinkedIn profile in more detail to build the page and future proof it for
employability.

= Look at job applications.

= Timescale — after a month once the coachee has had a break from work

Feedback from Coachee to summarise the experience:

I really enjoyed my coaching session with my coach and found it very helpful. She is very
knowledgeable, professional, and approachable, and she listened to me with great empathy.

My coach helped me go through my CV, updated it, and gave me very positive and constructive
feedback, which gave me confidence to start improving it further. She also supported me with ideas
around applications, LinkedIn Learning, and the overall CV process.

In general, | really enjoyed our session together, and | appreciate how she guided me through
everything so clearly. | am very grateful for the time she gave me and for the opportunity to work
with her.
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Improvements

Could leave some of the detail out
and just include the facts.

Possibly think about the actions and
results in more depth as | came to the
same conclusion as | thought about in

the beginning.

Needed to be more
descriptive content.

Although dealing with imposter
syndrome, still managed to give an
account of the situation that could be

thought about and questioned.

| was nervous and afraid that
what | was going to be
presenting wasnt good enough!

Challenges

The action has been fulfilled
and | have the sign putup.

At times, | gave unecessary
detail that could have been
ommitted.

Out of comfort zone - developing a
detailed story and engaging the
audience.

Difficult to decide which
questions to take forward
and find the actions for.

The session was a useful, developing
journey to find the answers to the
issue and come to own conclusions

whilst also developing actions.

Action based reflection (how |
presented my action set)
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Improvements
Needed to be more \ 1'would like to have
deseriptive in tand offered at least one
perhaps display the fat:tsj clarifying question.
Challenges Insights
Good to show the vulnerable side ) E"jm': :::E:I:gm;:::f :Ew'ie_sr'::w
of individuals, which pulled at the Jjourneys ' founc it nsi .
Developing the questions for the partcipants hoart st but allowed adecper e
was tricky as | wanted to be as delicate as sense of connection.
possible when constructing the questions.

(%0

One tricky adaptation was to make the
questions focused and to the point. —

It was good to see the participants on
a journey of self-discovery during the
action-based process.

Action based reflection

(Participant 1 and Participant 2)

The viewing encouraged me to observe
on a deeper level - how | felt, the
observations | noticed and the support
from one another.
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Area Activity required Resources / support Measure of success | Review method Review Date
for required (CSFs)

development
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Area Activity required Resources / support Measure of success | Review method Review Date
for required (CSFs)

development

Key:
B High priority

. Medium priority
. Low priority
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