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Evidence Matrix
	Candidate name: Tara Jeffreys
	CIPD Membership/registration No.:


	Qualification title: Contributing to coaching and mentoring
	Unique Learner No. (ULN): 2005784


	Unit code
	Unit title
	Assessment criteria no.
	Evidence description
	Evidence reference number
	Assessor
initials
	I/V initials if sampled

	5ADCM
	Contributing to Coaching and mentoring

	1.1
	Screenshot of managers toolkit training 
	EV1
	
	

	5ADCM
	Contributing to Coaching and mentoring

	1.1
	Exert from follow up coaching training
	EV2
	
	

	5ADCM
	Contributing to Coaching and mentoring

	1.1
	Copy of one-to-one document
	EV3
	
	

	5ADCM
	Contributing to Coaching and mentoring

	1.1
	Copy of pathways mentor plan
	EV4
	
	

	5ADCM
	Contributing to Coaching and mentoring

	1.2
	Copy of review
	EV5
	
	

	5ADCM
	Contributing to Coaching and mentoring

	1.2
	Company objectives
	EV6
	
	

	5ADCM
	Contributing to Coaching and mentoring

	1.3
	Company elearning
	EV7
	
	

	5ADCM
	Contributing to Coaching and mentoring

	2.1
	Slide from coaching upskill
	EV8
	
	

	5ADCM
	Contributing to Coaching and mentoring

	2.1
	Slide from coaching upskill
	EV9
	
	

	5ADCM
	Contributing to Coaching and mentoring
Contributing to Coaching and mentoring

	2.2
	Email confirming mentor too new people manager
	EV10
	
	

	5ADCM
	Contributing to Coaching and mentoring

	2.3
	Evaluation of coaching template
	EV11
	
	

	5ADCM
	Contributing to Coaching and mentoring

	2.3
	Feedback form
	EV12
	
	

	5ACDM
	Contributing to Coaching and mentoring

	2.4
	Email for development coaching
	EV13
	
	

	5ACDM
	Contributing to Coaching and mentoring

	2.5
	Coaching reflection form
	EV14
	
	

	5ACDM
	Contributing to Coaching and mentoring

	2.5
	Temperature check
	EV15
	
	

	Candidate declaration:

	· I confirm that the work/evidence presented for assessment is my own unaided work. 
· I have read the assessment regulations and understand that if I am found to have ‘copied’ from published work without acknowledgement, or from other candidate’s work, this may be regarded as plagiarism which is an offence against the assessment regulations and leads to failure in the relevant unit and formal disciplinary action.
· I agree to this work being subjected to scrutiny by textual analysis software if required.
· I understand that my work may be used for future academic/quality assurance purposes in accordance with the provisions of the Data Protection Act 1998.
· I understand that the work/evidence submitted for assessment may not be returned to me and that I have retained a copy for my records.
· I understand that until such time as the assessment grade has been ratified through internal and external quality assurance processes it is not final.

	Signature:
	Tara Jeffreys
	Date:
	05/07/20



CIPD Candidate evidence matrix (EXAMPLE) 									(CEM1)
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Notes on candidate evidence matrices

Candidates should be encouraged to develop a matrix indicating how their evidence relates to each unit/module and learning outcomes/assessment criteria. This helps advisors and assessors to support candidates to draw links between units and encourage cross-referencing and the possible multi-use of evidence.

Evidence matrices can be developed using the unit/module and learning outcomes/assessment criteria, giving candidates an opportunity to link their evidence to each outcome. 

Another approach is to have a more generic form where candidates list evidence and tick relevant boxes to show coverage.

Whatever approach is employed candidates should be encouraged to complete these forms themselves and not expect assessors to do this for them.



































LO1 Assess the impact of coaching and mentoring activity within an organisation and make recommendations for further development

1:1 The extent to which coaching, and mentoring takes place

Morrison’s Supermarkets PLC undertakes a formal approach to coaching and mentoring for managers who are new to the business or role, each manager attends a one hit classroom-based training course (EV1). The initial coaching training is based on questioning and listening skills, according to Drucker “leaders of the 20th century had to know great answers, leaders of the 21st century need to know how to ask great questions. (Drucker, 2014)
 
Managers who are promoted to the next work level then undergo a further one day course on coaching, which provides managers with more tools to support them with coaching their teams. (EV2).  Coaching within Morrison’s is line manager led following the majority of large organisations (CIPD,2020).

All levels of managers have one to ones on a minimum of a periodic basis with their relevant line manager to discuss ongoing performance (EV3).  There is a company procedure for one to ones, however the reality of implementing this can vary from location to location depending on the view of the senior leader in that location.

Mentoring 
The company does not have any formal training to cover mentoring, although in practice mentors are used frequently to develop new to role managers and to develop internal talent through the company pathways programme. (EV4) The mentoring programme uses a traditional approach through peer-to-peer mentoring for new to business managers and uses one to one top-down mentoring for internal talent. Within the head office operation mentoring is widely used particularly within the graduate training programme.

1:2 Evaluate how current coaching and mentoring activity supports achievement of individual, team and organizational goals

Coaching and mentoring unfortunately can be seen as a tool to be used when there is a performance issue and a universal solve all problems tool, therefore not creating a coaching culture and creating barriers to effective coaching.  (CIPD,2013)
Through the use of one-to-one meetings, the line managers set personal and team objectives and regularly review progress.  The company uses a traditional performance review tool, with the annual performance review / appraisal (EV5) and half year progress review, this ensures there is a consistent approach to achieving the company objectives. (EV6)

1:3 Assess Factors in the organisation including learning strategies which could impact on the further development of Coaching and Mentoring

The return on investment (ROI) can be very difficult to measure with coaching and mentoring and Morrison’s is traditionally a very tangible results driven business, therefore investment in coaching can be seen as a waste of precious budgets. The company has recently undergone a large management restructure and the line managers lack the skills to coach effectively and in a tough economic climate investment in training has been the first cutback to be made.

As the country starts to open back up and some normality resumes the company has seen a sharp decline in sales that through the pandemic have otherwise been buoyant, the impact on sales and profit has reduced the amount of investment placed on developing coaching and mentoring.  As a result of the decline in sales the stores are seeing a decline in payroll budgets, resulting in managers feeling time pressures and too often they are involved in completing colleague tasks therefore leaving no time to spend on coaching.

The L&D within Morrison’s is moving more and more to a digital platform, through eLearning (EV7) this removes the ability to build rapport via face-to-face training, eLearning is at risk of becoming a tick box exercise.

1:4 Make justified recommendations for how coaching and mentoring activity can be developed to benefit the organisation

Although Morrison’s recognise coaching and mentoring as an effective tool to support the delivery of business objectives and development of its colleagues and has an ambition to ensure coaching and mentoring is at the heart, the company does not invest in the time needed to create a coaching culture and as a result the reality is very different to the ambition.

The company invests in delivering training on coaching for all levels of managers, however there is no follow up review for putting the learning into practice.  I would recommend the company introduces follow up check in session to ensure the learning is embedded and is used frequently. According to German psychologist Herman Ebbinghaus 80% of what is learnt is lost after 30 days, due to Morrison’s not having a relearning process following the one-day training on coaching, add to that the culture of most line managers seeing coaching as an add on to their day job, it is impossible to create a coaching culture.
According to Dr Brent Peterson of Columbia University after course learning represents 50% of learning effectiveness, however Morrison’s like most business spends 85% of its budget on course activities and only 5% on after course learning.

The company misses an opportunity to utilise reverse mentoring, particularly in the era of advancing technology, the company could benefit from turning the spotlight on millennials and utilizing their skills by mentoring existing baby boom managers on technology. (CIPD,)

I would also recommend a change to the traditional annual appraisal/performance review, the existing review process is a tick box exercise whereby colleagues just prepare all the data a couple of weeks prior to the planned review date. The traditional top down led process does not create a coaching culture, following the example set by river Island, Deloitte and Accenture, where these large companies have scrapped the traditional appraisal in favor of one-to-one feedback in the moment, which allows a culture of coaching mentoring and feedback to thrive (CIPD, 2017) 


















LO2 Be able to support the implementation of coaching and/or mentoring programmes within an organisation

2:1 Promote the benefits of coaching and mentoring within the organisation, recognising and addressing potential barriers

Within my role as People manager, I have delivered a development session for level 3 line managers, following their initial training on coaching, the managers attended a one-day training session on coaching and to support their continued learning I planned and delivered a refresh on the benefits (EV8) and barriers of coaching (EV9)
During the session I focused on the “what’s in it for me?” to demonstrate the benefits of coaching in the organisation to the individual and the benefits to the organisation.
I also recognised the barriers to coaching and we broke each barrier down in the session to discuss how we could overcome it, the main barrier I encountered was time, as busy line managers, the feedback they gave was they did not have time to coach or mentor and a lot of the time they found it easier and quicker to just do it themselves, to work this barrier I discussed with them the findings from the jewellery firm Signet, who own H Samuel and when they introduced a coaching process they increased in sales by 8% versus competition who were showing negative sales of between 10% to 15%. (CIPD,2013)

Following the sessions I completed a poster campaign as a visual aid to prompt managers, to keep the learning alive and fresh in their minds. (EV 10)


2:2 Contribute to development of coaching and mentoring process

As an experienced people manager, I was selected by the regional people manager to mentor a new to the business people manager (EV11). The mentoring was peer to peer, and I planned the weeks out to ensure I was covering the main aspects of the role and I completed a weekly one to one check in to ensure that the mentee was getting what she wanted from me as her mentor and provided feedback using the following principles of feedback
· Prepare – I would prepare some notes on what I wanted to cover
· Timeline – I made sure the feedback was given in a timely manner to keep it fresh
· Specific – the feedback is not wooly and specifically relates to a topic
· Self-evaluation – I asked the mentee to tell me how they evaluated their performance
· Do not judge – not make assumptions and judge
· Praise or criticise the act and not make it about the person, be objective
· Speak for yourself – only provide feedback on my own opinion
· Pitch at the right level – not patronize
· Ask the receiver to summarise feedback to ensure the message is landed correctly
· Summarise feedback at regular intervals – ensure the message being delivered is clear
· Put yourself in the other persons shoes – always think how I would feel receiving this feedback




2:3 Support coaches / mentors to build and develop the knowledge and skills and behavior required for the role
To ensure each line manager is comfortable with coaching I hold periodic catch-up meetings and work shoulder to shoulder with the managers to assess their coaching skills and provide feedback in the moment through an evaluation of their skills. (EV12) When delivering the feedback, I ensure I follow the key steps The result of the evaluation is then transferred to their behavioral personal development plan.  The line managers then ask for feedback from the coachee to help evaluate their coaching skills and to continually improve. (EV13)



2:4 Assist potential coachee / mentee to understand and participate fully in the coaching and mentoring programme
As part of the company internal talent development programme in my role as people manager I spend time with candidates who are starting their development programme to discuss expectations from the course and to outlay what support they will receive from key stakeholders in the form of coaching and mentoring.(EV14)  The process involves a one to one to also ascertain what the coachee / mentee wants to get from the coach / mentor.  To ensure the coachee / mentee is fully participating in the process we hold periodic one to one sessions to discuss progress and take any key learnings.



2:5 Support ongoing evaluation and continuous improvement of the organisations coaching and mentoring programme
When looking to evaluate and improve coaching with the organisation I encourage the coaches to reflect on their experience by using a coaching reflection form (EV15) to ensure there is continuous improvement.

As part of my role, I complete the company induction with all new starters to the business, to ensure the induction programme is fit for purpose I gather feedback from the colleagues regarding the induction and how they feel, before and after the session, using a temperature check.(EV16)  In addition to this feedback I look at the non-verbal communication of the colleagues to ensure the induction programme is fit for purpose and delivered at the right level and pace, so all colleagues are engaged.

As part of the review of my personal coaching and mentoring style I have come to realise that I too need to reflect and gain feedback on a more regular basis. Following the review of the company coaching and mentoring approach I used the Gibbs reflection cycle to reflect on my own performance in coaching and mentoring approach.

What happened- I focus all the attention on the coachee getting feedback, I did not stop to consider gaining more regular feedback as the coach

Feelings – Feel I may be missing an opportunity to self-develop and deliver continuous improvement as a coach / mentor

Evaluation – I was good at giving effective feedback, bad at receiving it

Analysis – The need to build a personal development plan around own coaching style

Conclusion – Sometimes as the coach and person responsible for training and coaching others we forget to look at our own development and forget to get feedback to continuously improve

Refences
CIPD, 05/09/17, Podcast, Coaching Culture, Chartered Institute of personnel development

CIPD, 02/07/13, Podacst, Is coaching actually working, Chartered Institute of personnel development

CIPD. 2020. Learning and skills at work, Chartered Institute of personnel development

Drucker, P, 2014, Innovation and entrepreneurship, Routledge Classics


EV1
[image: Text

Description automatically generated]














EV2
[image: ]
EV3
[image: Graphical user interface, text, application

Description automatically generated]
Store Manager / Manager 1-2-1
Introduction & the ‘What’

Name:__________________________

Date: ______________

How are you feeling?
·  
·   
·  
· 


Previous 1-2-1 Actions Review
·  
·   
·  
·  
·  
· 

Performance Wheel Review - Sales, Availability (Inc Online), Waste, Shrink, Safe & Legal, Absence, Payroll, Your Say, Cash Loss etc.
·  
·  
·  
·  
·  
·  
·  
·  
·  

Operational Focus - Department Standards, Stock Management Routines, Price, Service, Trade driving, Execution  
·  
·  
·  
·  
·  
·  
·  
·  
·  
·  

EV4
What we will need from Line Managers / Group to support the Pathways candidates


· Support with regular one to ones to review learning with Line Manager and Store Manager
· Colleagues will need supporting with Mentors 
· Number of days / amounts of time on set development activities
· There will be pre-work and follow up activities that require the colleague to action, they will need time for this
· They will also need the opportunity to put learnings into practice
 EV5
[image: Graphical user interface

Description automatically generated]

EV6
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EV7
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EV9
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EV10
Tara and Shan will continue with their job share but will make the move from Llanelli to Neath with Alison.  However, Tara will temporarily support me in welcoming a new People Manager to the group following a successful interview. Tara's experience will support any transitional training needs in the initial weeks in Carmarthen with Tyrone and the team.


I look forward to seeing you all in store soon


Donna


Regards,

Donna Hussell

Regional People Manager
South Wales | Tel: 07512756749


EV11
Coaching Skills Evaluation
As part of continued professional development it is important for a coach to get feedback from others on their coaching practice.  This can be self evaluation or feedback from peer coaches, observers, Supervisors or Tutors who are in a position to offer feedback to the coach. (Please note that due to confidentiality of coaching discussions, any coaching observation must be agreed and contracted with the client even if this is during or post coaching session.)  
	Key Coach Competency	
	Observations/Comments

	Establishes rapport and puts the coachee at ease

	

	Actively listens, uses silence when appropriate

	

	Ask questions to raise awareness

	

	Summarises and reflects back to check understanding

	

	Assists coachee to formulate goals where relevant

	

	Helps the coachee get to the core of situations and issues

	

	Is observant and picks up on non-verbal clues

	

	Challenges the coaches thinking and behaviours effectively

	

	Encourages and supports as appropriate

	

	Demonstrates and facilitates emotional expression as appropriate

	

	Provides constructive feedback

	

	Supports the coachee to generate options to address challenges and solve problems

	

	Identifies ongoing learning, development and support needs

	

	Clarifies actions and gains commitment from the coachee

	

	Any further comments:




Name of Coach:
Name of Coachee:
Date of Coaching Session:
















EV12

Receiving/ clarifying feedback

Some response options:
‘Thank you for taking the time to give me that feedback. I’ll take the time to reflect on what you’ve said.’
‘What is it about xxx that could be improved?’
‘What is it about the way I (handled the meeting) that you think I could do better?’
‘I’d like to really understand what you’re saying so I can think about how I can do things differently next time. Can you give me an example of where I have done xxx?’
‘What would you recommend that I do differently?’
‘Would you mind talking this through further – I’d really appreciate your thoughts on this.’
‘I can see that something I’ve done or said has upset you. Can you tell me what it is?’
‘I understand that you might perceive what I said/ did in that way. How do you think I could do/ say it differently next time so that I don’t give that perception again?’
‘It sounds like you feel that I’m not giving you the appreciation that you expect. Could you give me an example of how this happens?’
‘It seems that you’re not happy with the way I completed the last report. What specifically did I do that you found incorrect?’

Useful when someone is stating feedback aggressively but there is an element of truth in it:
‘You could be right about that.’
‘You might be right.’
‘What you say makes sense.’
‘I can see what you’re saying.’


EV13
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EV14
Coach Reflection Form
As part of continued professional development it is important for a coach to reflect on their coaching practice to self assess and identify key learning points and reflections.
Name of Coach:	
Name of Coachee:
Date of Coaching Session:
1. What were the coachee’s goals for the session?
What was the purpose of the overall coaching and what were their particular goals/outcomes they wanted from this session?
	








2. In my role as a coach how did I think/feel the session went?
What was positive?  What did I feel good about?  What elements do I think I handled particularly well?  What difficulties did I experience?  Was there anything I felt I could have done better or differently? 

	






3. What were the key learning points and reflections for me?
What were the key learning points for me?  Reflecting on my practice what will I take away from this session both in terms of confidence from things that went well and anything I feel I can continue to develop.  What techniques did you use and why? Also note down reflections that are tailored to this particular coachee.

	






4. What will I focus on next time ?
What will I do more of, less of, do differently?

	






5. Any final comments?	
How do I feel about my progression overall as a coach?  What nudges encouragement can I give myself.  Out of 10 what score would I give my coaching?

	








EV15
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How are you feeling?
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Learning objectives for Module 2 Day 2:
Coaching



By the end of today’s session you will be able to: 



• Explain the difference between coaching, mentoring and telling
• State at least two benefits of coaching to the coachee, the coach and to Morrisons
• State at least two reasons why leaders might not coach
• State what GROW stands for
• Describe what active listening is
• List at least two types of questions you should use in coaching
• Use the GROW model to coach another participant in a practice situation using a real life example
• Describe how you can use coaching to improve the performance of someone in your team










3

L earning objectives for Module 2 Day 2:

C oaching

By the end of today’s session you will be able to: 

•

Explain the difference between coaching, mentoring and telling

•

State at least two benefits of coaching to the coachee, the coach and to Morrisons

•

State at least two reasons why leaders might not coach

•

State what GROW stands for

•

Describe what active listening is

•

List at least two types of questions you should use in coaching

•

Use the GROW model to coach another participant in a practice situation using a real life example

•

Describe how you can use coaching to improve the performance of someone in your team
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Benefits of Coaching



● Empowers individuals and encourages them to take responsibility 
● Increases employee and staff engagement
● Improves individual performance
● Helps identify both organisational and individual strengths and development 



opportunities
● Helps to motivate and empower individuals to excel
● Demonstrates organisational commitment to human resource development 



(Institute of Coaching)











 
Barriers to Coaching



● Lack of leadership from the top
● Lack of understanding of the value of coaching in the workplace
● Time to learn and practice
● Over complicated techniques
● Insufficient return on investment



(Strengthsscope.com)
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