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LO1

As part of LO1, T will assess the impact of coaching and mentoring within Coleg Sir Gar
(CSG) and 1 will make recommendations for further development.

According to Clutterberk (2016) mentoring can be defined as “off-line help by one person fo
another in making significant transitions in knowledge, work or thinking”. In other words,
mentoring is when an experienced person (mentor) helps another person (mentec) in
developing their skills and knowledge which will lead to professional and personal growth.
Similarly mentoring according to CIPD (2019) is “when a more experienced colleague
shares their knowledge to suppori the development of other staff.  Mentoring uses
questioning, listening and clarifying which are also associated with coaching” Mentoring
tends to be longer term. Effective mentoring is when both parties encourage sharing and
learning.

W 7.0 et

Mentor Support Programme

CSG has a mentor support programme in place for all teaching staff. The mentoring
programme al the college is important to the strategic goals of the FE group in developing
and improving (he standards of teaching and learning o become “Excellent, The College of
Choice”. The mentoring protocol is available on the gateway for all academic staff to access
(Evidence 1.1). This document explains that mentees may fall into different categories and so
timescales and levels of mentoring will be individualised to meet their needs.

The protocol is as followed:

New Stuff:

The mentor is assigned on commencement of lecturing post, the HR depariment and
Curriculum Arca Heads (CAH) inform the mentor and an initial mentoring meeling takes
place within the first month; subscquent meelings and observations take place at least once
per month during the probationary period. Stalf undergo three observations during this
period; if the mentor is satisfied with the standard of Teaching and Learning (1&L) then they
will be released from the support programme unless the individual requests continued
support. If 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 lour
week programme; where the CAH and/or the mentor and/or the T&l. Manager will
communicale progress with the mentee.

Referved to the mentforing programime:

The member of staff is formally made aware that they are being placed with a mentor for
T&L support and the reasons for this referral are led by the CAIl and the mentor are in
altendance at this meeting. The member of staff are be handed a copy of the mentor
guidelines and an initial meeting is organised at a mutually convenient time and the first
mentor obscrvation lakes place within ten days of the start of the process. This meeting is



followed up by an email sent by the mentor confirming what was discussed. All subscquent
meetings and observations takes place in line with the targets and review dates set with the
mentor.

Staff’ underpo as many observations, one-lo-onc training sessions and meelings as the
mentor/mentee feel necessary to raise standards during the initial six weck period; if the
mentor is satisfied with the standard of T&L al the end of this period then they will be
relcased 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 T&l. Manager, Curriculum Director and CAH are informed; this may require the
mentee o undergo an intensive four week programme. At the end of the four week intensive
programme il the mentor and/or T&L Manager are not satisfied with engagement or progress
then the T&T. Manager, Curriculum Dircctor 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 lypically involves mentor and meniee in a cycle of planning,
observing, reviewing and refining the mentees teaching.

The document also goes on to explain the Mentor’s role in the process. Evidence 1.2 is a
breakdown of this protocol in a mentoring flow chart form.

Meeting with T&L Manager

To discuss this policy and procedure further, I organised a mecting with the Tl Manager.
Evidence 1.3 are minutes taken in this meeting. During this, the manager conlirmed that
mentoring can be a design issue a departmental issuc and management issue. She explained
that there are two members ol staff within the T&L tcam.

1, T&L Manager (Bryony) — deals with anyone who is underperforming
2. T&L Mentor (Nicola) — deals with satisfactory and above. She refers employees to
Bryony if after mentoring they are still underperforming.

She explained that there are different layers of mentoring. If cmployees who are
underperforming do not improve then they will be referred for capability which will be
determined by the Assistant Principal and not the mentoring team. T&L Manager explained
that at CSG the mentoring team want employees to do well and get better and go from
underperforming to satisfactory and above.

T&T. Manager clarified that referrals arc high currently which is positive as it means that staff
are using it and understanding the benefits of it which demonstrates how effective the process
is. T&I. Manager has also noticed that mentoring is harder around rcdundancies and re-
structures as is can be seen as negative at the beginning but welcoming later. T&L Manager
also mentioned that most of the issucs that come to their attention are counselling issucs,
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break downs and issues surrounding mental health. In these cases, Bryony sign posts them fo
counselling. Fvidence 1.4 demonstrates action plans and observation documents that the Té&cL
tcams use.

Staff Developmeni Day — Coaching and Mentoring Session

As part of stafl development day at the beginning ol term, the T&L team delivered a
coaching and mentoring session which was available for all stall to attend. Evidence 1.5 is a
record of my own CPD which demonstrates my attendance for this session. In this session it
was explained to us what the difference between counsclling, mentoring and coaching was
and the different coaching models available for instance, OSCAR, the Perlormance Wheel
and Covey’s Circles of Concern. To put the theory into practice, we had to work in pairs
where onc of us had (o be the coach and the other the coachee and visa versa. We then had to
role play this to the rest of the group in order to get feedback. This scssion was elfective as
everyone in the college can relatc to coaching and mentoring in their everyday life and in
work and could put these models into practice. Evidence 1.6 is a copy of the presentation that
was given on the day.

External coaching for Curriculum Heads, Faculty Directors_and Business Support
Managers

Owver the last two academic years, a selection of managers have undertaken a coaching course
which has been delivered externally by RW learning which takes place at the college. In
academic year 18-19, 29 managers were invited to attend the course which consisted of two
half days and 3 full days (cvidence 1.7). CSG only had funding for 29 managers Lo take part
in the course and the selection process was based on Faculty Directors, Curriculum Area
Ileads and Assistant Principles. For this academic year, the limited [unding meant that only
12 managers were invited to take part in the course (Evidence 1.8). The managers sclected for
this was business support managers.

The managers lor this academic year arc going through a coaching programme on
management and leadership. Employees in different depariments were asked to complete a
360 leedback on their linc manager who are going through the coaching programme
(Evidence 1.9). This document asked each person to assess the linc managers behaviour
against three competencies from the CSG competency framework. These are:

¢ Strengths
o  Weaknesses
o Bchaviours to develop

From the feedback given, the coaching aims to guide line managers to be more effective
leaders. One of the sessions coached managers on when to best use the right management
style in certain situations. This was done through role play. Evidence 1.10 is a document
given to managers to work through over the numerous sessions. The idea is for linc managers
to coach staff should they wish to be coached. The benefits of the line manager as a coach is
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that it results in a more committed team, belter team performance, better working
relationships, opens communication and it leads to idea generation (Clutterbuck, 2012).

Informal mentoring

Al CSG informal mentoring occurs on a daily basis where an individual or a group gan
insight, knowledge, wisdom, friendship, and support [rom somcone else. Evidence 1.11 is an
email between mysclf and the Head of Scetion where it demonstrates us planning an informal
mentoring session with management to train them on the recruitment of part time casual staff.

1.3 The following are factors that need to be considered when implementing coaching and
mentoring further in the organisation:

Organisational structure/management styles and approaches: CSG is very organised with a
high degree of formality in the way it operates. There is a strict command and control
structure, and there are many layers of management cascading down from executives to head
of sections to faculty managers to department managers and to then to stall (I.aMarco, 2019)
(Evidence, 1.12). Authority is centred at the top, and information flows from the top down.
As mentioned above, managers are the only people that have had training with coaching
(Evidence 1.7 & 1.8). The idea is to train managers, for them to be able to coach employees
should they wish to be coached.

Culture: As discussed with the T&L Manager (Evidence 1.3), the cullure at CSG is
welcoming of mentoring as it is currently at its highest. This is positive as it means that
employees recognise the benefits of it. It also confirms that there is an open and honest
culture where they feel they are listencd to. The T&I. manager did see mentoring tough
around redundancics and restruclures as employees are going through a period ol uncertainty.
She confirmed that employees see mentoring as something negative to begin with, but are
then welcoming to the idea because of the benefits of it. A trusting culture where mistakes are
tolerated, means that employees arc more open Lo coaching and mentoring.

The availability and capability of people to act as formal coaches and mentors is limited
within the college. Informal mentoring occurs naturally on a daily basis as mentioned above.
There is less of an availability and capability of people to act as formal coaches and mentors
within the college. Only 29 managers were trained last year, and only 12 this year (Evidence
1.7 & 1.8). Although this sounds high, when comparing it to approximately 1000 staff it 15
low. To be classed as a formal coach/mentor there is an expectation that they have attended
the training and gained a coaching certificate.

Financial implications — In July 2019, the college went through a 1.6 million redundancy
(Evidence 1.13). This is a major factor to consider when implementing further coaching and
mentoring strategies as the college is still trying to recover financially. Having cost cffective
strategies in place would be more beneficial for the organisation, for instance utilising the 29
managers that are trained in coaching and getting them to deliver the training for other
managers instead of RW learning delivering it.

1.4



Recommendations for appropriate strategies to further develop coaching/mentoring in
the organisation

The main way to develop coaching and mentoring is through a policy as there is only a
mentoring policy in place which is only for the teaching staff. Having a policy in placc will
outline the procedures at the college regarding formal/informal coaching and mentoring.
Another recommendation is for all staff to sign up to the onc day coaching coursc at C5G
which is organised for March. This would enable for more staff to be trained on how to
become effective coaches. The advantages of an internal coach is that it is morc cost
alfective, it retains the expertise in house, logistics of organising the scssions and (raining is
less problematic and costly and information can be easily fed back to other departments such
as TIR and 1.&D. The coach/mentor will have a grasp of opportunities and challenges lacing
the business and they already know the culture and processes of the organisation (Educational
Consultant and Coach, 2015). As stated above, it is also beneficial lor the college to utilise
the managers that have already gone through the coaching programme o train others on
coaching. This would save money on getting an external company in to train others in the
organisation.

Another recommendation is to provide another coaching and mentoring session on staff
development day for all stall to attend.

Currently appraisals are every 2 years. In order to identify whether a staff member needs to
be referred for coaching/mentoring, appraisals should be on an annual basis.

Another recommendation would be 1o promote the benelits of coaching and mentoring. This
could be done during staff development days, through social media or through notice boards.

It is important to note that coaching and mentoring in organisations are changing thercfore
C'SG need to keep the lollowing in mind when developing coaching and mentoring [urther in
the organisation.

Some existing trends are:

» Coaching and mentoring has gone from push to pull - consumer and employee power
has shifted for instance consumers want organisations to be ethically sourced and
more environmentally [riendly. Employees arc starting to pull their employers
towards their views and are now dictating to employers (Whitmore, 2017).

e Mentoring is shifting from traditional mentoring to reverse mentoring where younger
employees are now mentoring older employees especially around the use of
technology. It’s also less about achieving and more about balance now, because
people want to spend more time with their family (Wingard, 2018), (CIPD, 2019).

o There is also a shift from virtual coaches and coaching programmes. The benefits of a
virtual coach is that it is more clinical and asscssable, more cost effective, it sticks to a
coaching process and there is no confidential issucs. The drawbacks would be a lack
ol empathy and natural flow and it might not identify when to sign post people to
further help for instance counselling. It"s best used in situations where there are new
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enirants coming into an organisation where they would have the same questions.
barriers and challenges (Federation, International Coaching, 2018).

According to Forbes Coaches Council (2018) some emerging (rends are

o Artificial intelligence coaching is going to grow

¢ Augmented reality learning to see how people would deal in certain situations
e More emphasis on creative work and collaboration

¢ More remote coaching due to the increase in technology
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MENTORING PROTOCOL
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MENTORING PROTOCOL

"NMentoring 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 Schoaol of Coaching & Mentoring

The mentoring programme across Coleg Sir Gér 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 ifa
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 pratocol will be as follows:
MEW STAFF:

The mentar 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
ohservations 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 sta ndard of T&L then they will be released
from the support programme unless the individual requests continued support. If for any reason the mentar
has serious cancerns 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 mentar 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

1
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MENTORING PROTOCOL ’

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/for 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/ar Teaching and Learning Manager are
not satisfied with engagement or progress then the Teaching and Learning Manager, Curriculum Director and
CAH will be infarmed 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 typically involves mentor and mentee in a cycle of planning, observing, reviewing and
refining the mentees teaching.

Pt (Rsor meeti -
i tlariryaime



MENTORING PROTOCOL

THE MENTOR'S ROLE:
The relationship between mentor and mentee should be a balance between encouragement and carrection,
in ordet to make a significant impact it should offer realistic expectations and these should be communicated

fo the mentee hoth 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 pmfiiing‘j, and resources (use of Smart boards,
gaining student access to blocked wehsites, use of moodle).

*  |nstructing
If mentees are struggling with a certain aspect of their classroom delivery or students learning, your
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 mentar or other
established/excellent teacher does something such as, encouraging students to give extended verbal

respanses, scanning the room, putting Bloom's Taxonomy into practice, differentiating, etc.

s 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 befare 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.



MENTORING PROTOCOL

*  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 tb their thoughts and feelings about teaching,
the

institution, their colleagues, managers, students or their performance, and responding as a friend.

THE LESSON OBSERVATION:

It is 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 torm aims to give feedback based on a ‘snapshot’ lesson ochservation, 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

- s the 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?

= |5 a suitable lesson plan produced which is linked to the scheme of work for the course and being
delivered within a suitable time frame?

« Isthere a class profile, and has this been used in the planning process to meet the needs of all
learners?

« |5 the relationship between the students and the lecturer canducive to ensuring that effective,
officient and enjoyable learning can take place?



MENTORING PROTOCOL

« Are the students punctual and motivated to learn?

« s the 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 worl: scenarios? '

« Is class questioning effective and inclusive of all students? Are both apen ended and closed questions
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?

« |5 literacy challenged and developed through the lesson?

« |5 ILT 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 hy 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?

« |5 there 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?

« |5 the 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?

THE QUALITY OF TEACHING AND LEARNING:

»  How well are the students learning within the session?

« |s the lecturer consistently checking that learning is taking place at appropriate intervals within the
lesson?

« |5 there 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?

(4]
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MENTORING PROTOCOL

«  Are the resources used appropriately, effectively, to enhance the learning outcome and ensuring high
guality?

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?

* s there evidence of marked students work? Does it cunta_._in 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?

« |5 there evidence of literacy target setting?

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

« |5 reflective practice encouraged?

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

«  Are the students achieving standards which are in line with national comparators?

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

POST-LESSOMN DISCUSSION:

The aim of this is to talk about and evaluate teaching; although the mentor may have seen things that they
tael 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 need, group sessions may he orga nised 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 mentar 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 TEL (adequate grade
or below, poor learner attendance, poor

outcomes, poor learner voice)

Assighed a mentor (duringa face
to face meeting with CAH/Mentor and
practitioner) either

Welsh/English medium

or Bi- lingual mentor

Start 6 week mentoring programme
concentrating on areas for development
identified in the initial graded
observation or discussion with CAH
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Mo significant progress

Farmal Action plan and 4
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week intensive programme
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An Introduction to Coaching

“A Toolkit T
COACHING

The Existential Crisis

COUNSELLING

[ MENTORING ‘

S '\

CAORACHING

Coaching
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Weising Awarcicssand Resprsibility
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DECAR MODEL - A Structured Conversation
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Directive

Directive
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MNon Directive Queslioning

Question Examples

Covey's Cireles of Concern
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Monday, 18th March 2019
Lecture Theatre, Graig Campus

LAUNCH
List of who attended
3 lackie Kelshaw
2 Mikki MNeale
3 Vanessa Cashmaore
4 Sandra lsaac
5 Elaine Rees

6 Paula Phillips Davies
7 David Davies

8 Orla Williams

9 Claire Mackerras
10 Adam Twells

11 Helen Lloyd

12 Daryl Thomas

13 Ashley Wallington
14 Gwyneth Preston
15 Carol Gwizdak

16 Jeremy Hockridge
17 Mary Richards

18 Julia Clement

19 Julie Walker

20 Christy Anson-Harries
21 Kim Nicholas

22 Kevin Chilton

23 Denise Hudson
24 Sian Russell

25 Kim Goodwin

26 lan law

27 Wayne Savory

28 Jo Pearce

29 Huw Thomas

Did not attend

1 John Morrissey

Faculty Director
Faculty Director
Faculty Director
Faculty Director
Curriculum Area Head
Curriculum Area Head
Curriculum Area Head
Curriculum Area Head
Curriculum Area Head
Curriculum Area Head
Curriculum Area Head
Curriculum Area Head
Curriculum Area Head
Curriculum Area Head
Assistant Head
Assistant Head
Assistant Head
Assistant Head
Assistant Head
Assistant Head
Assistant Head
Assistant Head
Assistant Head
Assistant Head
Assistant Head
Assistant Head
Assistant Head
Assistant Head
Assistant Head

Assistant Head

Lt P

10
11
12
13
14
15
16
17
18
i9

20



List of m_...nm_._n_mmm

1 Stuart Thomas 1ICS Manager Mike Williams

2  Susan Gard Campus Operations Manager Ceris Harries

3 [Charlotte Jepson HR Services Manager ‘Catherine Hill 3
4 | Karen Rees Registry Manager Mike Williams

5 Jan Morgan w_.__um_J_, Services Manager Mike Williams

B Mandy Wyrwoll Marketing & Recruitment Manager Sarah Hopkins 4
7 Kim Rees _bﬁ_uqm:znm Development & Employer Liaision Manager 'Naldo Diana 5
8  Julia Green Assistant Director Nikki Neale 6
9  lamie Hawkins 'Head of Section Paula Phillips Davies 7
10  Catherine Roberts \Acting Head of Section 'Kim Goodwin 8
11  lanet Morgan Head of Section ) Elaine Rees 9
12 Allison Davies ‘Head of Section o ‘Ash Wallington 10

Line Manager

4%
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Sumimary Report

Coleg Sir Gar

360° Feedback Questionnaire

Participant Summary Report

Ellen

November-19

RV | esarming Lid
Beechwood House, Newport MP19 A0
Tramshed, Pendyris Strest, Cardiff, CF11 6EH
. 2 Hiliards Court, Chester Business Park, Chester, CHA 9P
?HWLEH N g infodirwlearning.couk |_weswrwlearning ook
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Surnmary Report

§ colegceredigion

Competency Summary

This repart has been compiled from the feedback received from the following people

Name Type

Ellen Self

Paul Line Manager

David Responder 1

Ann Responder 2
Jane Respinder 3

Each person has assessed the participant's behaviour against three Competencies from the Coleg Sir Gar
Competency Framework

The Scale used:

5 = always, 4 = very frequently, 3 = often, 2 = occasionally, 1 = rarely/never

Self

Line Manager

Responder 1

Responder 2

Responder 3

1.00

i Providing Leadership

S Learning

Comparison of Responders Across all Three
Competencies

2.00 3.00 A4.00 5400

o Interacting & Communicating i Enhancing Performance

R Learming Lid

Beschwaod House, Newport MPLS 80

Tramshed, Pendyris Street, Candilf, F11 6BH
2 Vlillizrds Courl, Chester Business Park, Chester, CH4 SR

info@rwlearning co.uk | www.rwlearning.co.uk

50
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Summary Report

Competency Comments

1. What do you see as this persons particular strength?

Excellent Technical knowledge and of the Colleges processes & procedures

Gathering & analysing data

Very persanable, understanding and approachable. Has a very good in-depth understanding of the sector,
demands, funding and college focus.

Very passionate and caring

Very approachable and supportive

2. What behaviour do you see this person demonstrating that makes them least effective?

Ellen needs to be more assertive when dealing with the senior team. he tends to accept when they decline
funding without asking why.

Shys away fram all conflict situations which means issues are brushed under the carpet

Meeds to act more strategically and not concentrate so much on what thEi’E team is doing

There communication is none existent when they are under pressure

Meeds to delegate more and help the team to grow



§ colegsirgdr W colegceredigion

sSumimary Report

Comparisons per competency

Providing Leadership

©sELr

P ——

UNE MANAGER |3 e i e Al R

RESPONDER 1

RESPOMNDFER 7

RESPOMDER 3

.00 1.0 2.00 % 5.00

SELF

| LINE MANAGER

RESPONDER 1

RESPONDER 2

RESPOMNDER 3

4,00 5.00

Enhancing Performance

Csmr

LINE MANAGER
RESPONDER 1
RESPONDER 2

RESPONDER 3

.00 1.00 2.00 3.00 400 A

RW Learning Ltd
Reechwood House, Mowpart MP1S 841
Tramshed, Pendyris Strect, Cardiff, CF11 GBH
I Hilliards Courl, Chester Business Park, Chester, CH4 9FX
r‘rﬁW',Lea rning infa@rwlearning co.uk | www.rwleaming.co.uk

.\._ ““_}
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3 What behaviour should this person develop further?

Delegation

Recognising and working on collabarating outside of the College.

Thinking strategically and acting like a manager

Empaowering their team to perform

managing Underperformance

R Learning Lid
Brechwond House, Mewport NP19 841
Tramshed, Pendyris Street, Cardiff, CF11 BH
" 7 Hilliards Court, Chester Business Park, Chester, CH4 99X
¢ EW/LEE rni ng infadirwleaming.co.uk | wwa rwleaming.co.k
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Inspirational Leadership
Management Development Programme

- Module 1:
Creating Inspirational Leadership

(e

RW Learning Ltd

. - . Tramshed, Pendyris Street, Cardiff, CF11 6BH
*HW Learning 2 Hilliards Court, Chester Business Park, Chester, CH4 9FX

info@rwieaming.co.uk | www.rwleaming.ca.uk
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Delegate Information
The Inspirational Leadership Management Development Programme

The purpose of the Inspirational Leadership Programme is to provide a learning
experience that is both experiential learning and a development opportunity for
managers to increase their personal awareness. This will help support the behaviours
needed to deliver the College’s 4 Strategic Directions. It is also an opportunity to
introduce the new Leadership & Management Competency Framewoark which
highlights the behaviours needed to deliver the Strategy.

Module Aim

Inspirational Leadership is the first Module in the programme. It provides a foundation
to the Programme. It will explore the group’s understanding of what leadership is about
and how the role of Leader is perceived within Colleges of Colleg Sir Gar and Coleg
Ceredigion.

Learning Outcomes:
- To explore the role of culture and values in creating inspirational leadership
- To assess the College’s approach to leadership
- To understand the Emotional Intelligent leadership styles and behaviours
- To recognise your own preferred style and the need for a situational approach

- To identify through practical activities, the importance of motivation in leading
the team

- To experience both directive and empowering leadership styles and their
impact on the performance of the team

RW Learning Ltd
. Tramshed, Pendyris Streat, Cardiff, CF11 8BH
e P
hw Lea i ng 2 Hilliards Court, Chester Business Park, Chester, CH4 SPY
infoimrwlearning co.uk | _www,rwlcarning.co.uk
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Culture, Leadership, Values and their Impact

Consider the three short case studies below.

s Describe your perception of the culture in each case
« What appears to have been important to the people doing the work?
e What impact did leadership have on these situations?

Case Study 1: Barclays Bank

Barclays was one of the banks implicated in the LIBOR scandal — the attempt to illegally
manipulate interest rates. They were fined £290 million in June 2012. For over a decade,
traders working on behalf of Barclays had knowingly tried to fix rates in an effort to help the
bank make greater profits. In 2016, a number of traders were put on trial for their part in the
scandal. Their testimony stated that they believed what they were doing was not illegal and
that their bosses were fully aware of what they were doing. It appeared that rather than
reprimanding the traders for their activities, they had instead been rewarded an estimated
£2.2m a year each, through bonuses and pay.

Case Study 2: Mid Staffs NHS Trust

It is alleged that between 400 and 1,200 patients died because of poor care at Stafford
Hospital, part of the Mid-Staffs NHS Trust. A public inquiry heard that from 2005 to 2009 the
level of care provided to patients at Stafford Hospital was "appalling’. It was reported that
managers cut costs and reduced nursing numbers in an attempt to achieve Foundation Trust
status, even when they knew it meant patients were put at risk. There was a catalogue of
complaints about the poor standard of care during this period. The family of one elderly patient
explained he had been left on a trolley for more than 6 hours without any attention, food or
water. Another became critically ill after her essential oxygen supply was allowed to run out
and another elderly lady was dropped whilst being transferred in to a bed due to the
incompetence of the nursing staff.

Case Study 3: News International

Mews International were accused of engaging in phone hacking, police bribery and exercising
improper influence in the pursuit of stories. At first it appeared that between 2005 to 2007 this
behaviour was limited to celebrities, politicians and members of the Royal Family. However,
in 2011 it was revealed that the phone of murdered schoolgirl Milly Dowler had also been
hacked together with relatives of deceased British soldiers and victims of the 7/7 bombings.
This created a public outcry against the Corporation's owner, Rupert Murdoch and led to his
resignation together with that of his son, the executive chairman. The controversy led to the
closure of the News of the World and other British papers published by News International.
Public pressure also forced the cancellation of its proposed takeover of British satellite
broadcaster, BskyB.

HW Learning Led
Tramshed, Pendyris Straet, Cardilf, CF11 6BH
A 2
°HW LEE! m ”-lg 2 Hilliards Court, Chestor Business Park, Chester, CH 9%
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The Leadership Continuum

Based on the work of Tannenbaum & Schmitt, the Leadership Continuum model suggests that
the style of leadership or the behaviours demonstrated by a leader are dependent on power.
It describes a continuum of behaviours that begin with the Leader having all the power or
influence and ending with the team members having complete autonamy.

Tell

This creates 4 different stages and sets of behaviours along the continuum,

Tell

Most of the power is with the leader. They make the decisions and direct the team to perform
the tasks as they see fit.

Sell

The leader still holds the majority of the power however they now want to encourage the team
to understand the value or benefit of performing the tasks in the way they see fit. They are still
making the decisions but want the team to feel involved by understanding why this is the best
course of action.

Consult

The power is now more evenly split between leader and the team. The leader will share their
ideas about what they believe the decision should be and ask the team for its input. The
decision as to how the team will perform the task may still be the leader's but the team will
have influenced it.

Let go

This final stage is when the leader relinquishes decision making on how the tasks are
performed to the team. They will provide a clear statement of what needs to be achieved and
timescales. The team then has the power to achieve the performance in any way it sees fit.
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The Management Quota

As you progress in your management career the type and nature of the tasks and
responsibilities change. You will always be expected to perform the two disciplines of
management and leadership; itis the quota or amount of each that will differ depending
on the position you hold. There is also a third discipline that will always run alongside
the other two and that is your technical skill or your specialism, such as teaching,
chemistry, finance and so on.

This leads to the quotas as described in the following diagram

Paga6
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ldentifying the EI Leadership Styles

The organisation’s success is directly influenced by the leadership style and the way
leaders motivate their teams, gather information, make decisions and manage change.
There are six leadership styles that derive from different emotional intelligence
capabilities. They work best in certain situations and affect the organisation in different
ways.,

The Coercive Style

This is the "Do as | say" style that expects immediate compliance and for people to do what

they are told. It expresses a great drive to achieve, act on own initiative (and expects others

to follow) and shows strong self-control.
’ Slrengths & weakness of the shyle

| Best used wheﬁ-,,, o

The Authoritative Style
An authoritative leader uses a "Come with me" approach. They state the overall goal and
give people the freedom to choose their own way of achieving it. It is powerful at articulating
a mission and encouraging enthusiasm in the common goal. It makes a clear path and cuts
out all the ambiguity in the situation.
Strengths & weakness of the siyle

Best used when ,,,

The Affiliative Style
This style sends out a "People come first" attitude. It pays attention to showing empathy,
understanding and spends time building relationships and communicating with the team.

Strengths & weakness of the siyle

Best used when ,,,

Paga
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The Democratic Style

This style suggests "Let's get everyone's 'buy in' before making a decision.” It is about giving
the team a voice in how decisions are made and how the work will be done. It concentrates
on creating consensus through participation, collaboration and communication. It helps build
organisational flexibility and employee responsibility. It also encourages the generation of
new ideas and ways of doing things

Slrengths & weakness of the slyle

Best used when ,,,

The Pacesetting Style

This style is the "Follow me" approach. It sets high standards of performance and the leader
always meets them. It is about demonstrating how things should be done. Highly
conscientious, with a strong desire to achieve and show great initiative.

Sickicd PR

Strengths & weaknoss of the slyle

Best used when ,,,

The Coaching Style

This style focusses on personal development rather than the day to day work, They have
their eye on the future and demonstrate empathy and self-awareness.
Strengths & weakness of the style

| Best used when ,,,

Goleman suggests that an effective leader must be able to use at least four of these
styles effectively and be able to use them with the right people, at the right time. It is
imperative that the leader in their selection of the style to use, is sensitive to the impact
each will have on the task, the team and the individual.
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Motivation

Motivation is achieved when the perceived effort needed to achieve the task is less
than the perceived reward for its completion.

The alignment of aims, purpose and values between learners, lecturers and leaders
throughout the organisation will be fundamental to creating a platform from which to
fee| mativated. Motivation is a complex experience. It's different for each person, and
there are a number of models that can help create greater understanding of this. For
the purpose of this Module and to assist the understanding of what motivates
individuals and teams to be a success three models have been chosen; 'Maslow's
Hierarchy of Needs' ‘Hertzberg Motivation — Hygiene Theory’ and 'Sirota’s Three
Factors Theory'. J

Reflection on the previous exercise
Now you have completed the Physical Flow Exercise, use this experience to help you
explore motivation in more detail.

Evaluate your experience using one of the motivational models described on the following
pages. Consider in your group the following questions and report back using one of these
models.

How were you motivated?

How was the team motivated?

What worked well to motivate you and the team?

What would you need to do differently to increase and maintain motivation?
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Maslow’s Hierarchy of Needs

Maslow viewed motivation as being based on a hierarchy of individual needs, where
a person cannot move to the next level of motivation without satisfying the previous
level. Maslow’s hierarchy starts at the most basic physiological needs and moves
upwards towards the spiritual or holistic level of self-actualization. The key to realising
the greatest potential in employees is to recognise where they presently are within the
hierarchy and to support that individual need and provide opportunities, where
possible for them to continue to move up the pyramid.

It is a useful model to appreciate the variety of needs that exist for individuals and to
stimulate the discussion about how different levels of the hierarchy can be delivered
within the work place. It is also essential to remember the concept that an individual
cannot move on until their present motivation has been satisfied.

Self-Fulfilfenent
needs

Psychalogical
needs

Beolan ass and love needs:
intimabe relationships, Fisnds

mm" Bosic
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Hertzberg Motivators & Hygiene Factors

Hertzberg's Dual Factor theory (or motivator/hygiene factor theory) suggests that some factors
are true motivators creating a sense of job satisfaction or drive when they are present, and
others are hygiene factors that cause dissatisfaction or de-motivate when it is perceived they
have been withdrawn.

High

Ideal sltuatlon Wlth
a hlghiy motivational
role and few

' complaints

Motivation
(satisfaction

)
Level Worse case

scenario. The role
does not motivate
and there are lots of
complaints

Hygiene (dissatisfaction) High
Level

Low

Motivators or satisfaction factors increase the drive to perform well and for an arganisation
will lead to greater productivity. These factors are about the nature of the work and how people
intrinsically feel about it. Examples of these might be; achievement, recognition, advancement,
responsibility and meaningful worl.

Hygiene factors impact on how dissatisfied we might feel about our role and the
organisation. It is the action of withdrawing certain factors that causes this dissatisfaction. For
an organisation these will lead to a decrease in productivity. These factors are about the
environment in which people work and how they perceive they are being treated. Examples of
these might be, salary, perceived status, security, company policy, levels of supervision and
working conditions.
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Greater motivation is not necessarily achieved through eliminating the causes of
dissatisfaction alone. It is a two-step process:

Step 1: Eliminate hygiene factors and
Step 2: Focus on introducing and maintaining motivators.

For example: creating a feeling of job security, paying the right salary for the job and providing
acceptable benefits will reduce dissatisfaction. Alongside this, a leader will also need to allow
people the opportunity to grow and progress, recognise their efforts and ensure they feel their
work is meaningful. If a team leader can achieve both of these, then it will lead to an increase
in satisfaction and thus motivation.
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Sirota's Three Factor Theory

Diavid Sirota's Three Factor theory ('The Enthusiastic Employee (2005)) suggests motivation
is akin to how enthusiastic workers are about their work and their working environment. He
believes all employeas start a new role feeling naturally
motivated.

The role of the leader is to maintain and
nurfure this enthusiasm fo increase and
sustain productivity. Equity
So, it is not about motivating people to do the
work, it is about creating the right R
environment so  that their natural
motivation will continue to flourish.
Strong empirical evidence suggests
there are three key factors that
affect the enthusiasm of workers:
equity, achievement and
camaraderie

Achievement

These three factors are distinct from
gach other and to create enthusiasm in
the workplace all need to be positively
present. If we concentrate on one in isolation, it will not necessanl'j.ur impact on the others. For
example, if | feel | am not paid fairly for the job | do, telling me how important my job is won't
necessarily make me feel any more motivated.

The three factors fully met = high morale + enthusiasm = high productivity

This is about how fairly a worker feels they are treated in all aspects
of their working life. Such as:
« A fair wage
Fair benefits
Reasonable job security
Treated with respect
Reasonable safety
Reasonable flexibility - family friendly
Credible and consistent management
Fair hearing for complaints

Equity

& & & & & & @
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Achievement

W colegceredigion

This is about being able to grow and develop and move on in the role
and to be proud of doing a good job. It covers areas such as:
¢ Clear direction
Challenging work
Ability to perform
Able to acquire new skills
Perceived impartance of the job
Recognition for a job well done
Froud of the company

@ & * & & &

Camaraderie

This need is that fundamentally we need to belong and have a good
relationship with fellow workers. It includes feeling that we have:
= Co-operation F
= Congeniality
= Relationships with own team, other departments, across the
company

When all 3 factors are perceived to be present, the staff will be at their most motivated.

Research shows that each factor being present does not just add to the satisfaction of the
workers, it multiplies!

Statistics show that employees report they are 'very satisfied' working for their organisation
when all factors are in place. Therefore, when:

... ho factors are present = 0% respondents reported as ‘very satisfied’

... one factor present = 8% of respondents reported as 'very satisfied’

... two factors present = 19% of respondents reported as 'very satisfied'

... all three factars present = 45% of respondents reported as 'very satisfied’

For our teams, this is about how we encourage their enthusiasm and make sure we pay
attention to all three factors. This will mean defining what equity, achievement and
camaraderie means to our teams and doing what it takes to create and maintain an

environment where all are present,

For ourselves it's about finding ways to balance the three factors and the self-awareness of
what gives us the natural enthugiasm to perform our role long after we have become
competent at the role.
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Post-Module Activity

Now we have completed our first Module of the Programme it is now time to go away
and reflect on what you have learnt and how you can use this learning in your

leadership role.
Before we meet again for Module 2 in March consider the following activity.

The Leadership Challenge!

“The ultimate measure of a leader is not where he stands in
moments of comfort and convenience, but where he stands in
times of challenge and confroversy.” Martin Luther King

Consider your own actions in a moment of challenge and crisis. Think of an example

of when you have experienced challenge and or a crisis in your leadership role.
Explore:

What you did

What leadership style behaviour you demonstrated

What the positive impact of this behaviour was on the team or others

What was the negative impact?

Ering your notes with you to the next session where we will review this.
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From:  Daryl Thomas
To: Williams, Mia
Date: 04/02/2020 14:38
Subject: Staftf employment, induction and probationary period training
Ce: Law, lan; Savory, Wayne; Richards, Mary

Hi Mia,

Further to our conversation this morning, Monday 10th February at 1:30pm (Ammanford campus) will be
fine for employment related training for Mary, Wayne and lan. We will most probably meet at my office.

Diolch,

Daryl

4
i [}
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LO2Z

For LO2 T will support the implementation of coaching and/or mentoring programmes within
Coleg Sir Gar.

|

Evidence 2.1 demonstrates me promoting the benefits of mentoring on the TV serecns at the
college along with contact names should employces wish to self refer to mentoring. The
following benefits were promoted: (Clutterbuck, 2012)

Gain valuable advice from mentors

Develop knowledee and skills to succeed

Improve communication skills

Learn new perspectives

Advance your career as @ mentor can help you to stay focuscd
Improve performance

2.2 Evidence 2.2 demonstrates that I am in the process of developing a coaching and
mentoring policy for C5G. | have becn working with the HR advisor lo create a policy
which will be going to the unions in March for approval.

2.3 According to Forbes (2018) the following arc examples of some skills that are needed (o
be an effective coach:

Listening — There are 5 dillerent levels of listening according to Clutterbuck &
Megginson (2012). These are;

Listening to arguc — | know better

Listening to respond — to frame a question

Listening to understand — analysis and logic come in to play

Listening lo help them understand - coachee/mentee self-awarcness

Listening without intent — becoming aware of things in periphery such as tone, mood
of the session etc.

(Questioning — There are dillerent questioning skills. According to Clutterbuck there is
a coaching spectrum skill. We start at telling individuals and work to being non
directive and helping them solve their own issues through raising awareness and
allowing them to reflect. From the boltom to the stop of the scale is: instructing,
giving advice, oflering advice, making suggestions, giving feedback, asking questions
lo raise awareness and reflecting (Barber, 2016).

Building rapport

Empathising

Summarising/reflecting

Being open minded

Silence

SHA



According 1o Carter (2016) the following are cxamples of some behaviours that are

needed to be an ellective coach:

¢ Communication — Take time of consider how and when to communicate

¢ Reclationships — connect with individuals in a respectful and empathetic way, creating
a positive empowering and safe environment.

o Inspiration - Encourage and support people to stay motivated and achicve

e Review — Provide relevant and constructive feedback as well as reflecting to develop
own coaching practice.

e Doing - Recognise and implement adaptations to keep people safe, engaged and
challenged.

o Planning —Provide clarity on how planned activities and sessions link together.

e Technical knowledge

Starr (2011) belicves that in order to be an effective coach/mentor some of following
beliefs/principles necd to be in place:

» T will maintain my commitment to support the individual

» My coaching relationships is built upon truth, openness and trust

»  The coachee is responsible for the results they are creating

To identify the skills, knowledge and behaviours needed by coaches at CSG, I decided to
distribute a coaching skills self asscssment survey to those managers that atiended the
coaching training in academic year 18-19 to sce if they need further training in certain areas
(Evidence 2.3). This survey was distributed to 29 people, with only 18 people (62%)
completing it. The survey consists of 20 characteristics that employees have used to describe
bosses they rate as eflective coaches. The line manager is asked to rate themselves in terms of
what they think their employees would say about them. The scoring for each slatement is as
followed:

1 — Rarely displayed

2 — Somctimes displayed

3- Frequently displayed

4— Usually displayed

5-Almost always displayed

The scoring are:

75 — 90+ = Excellent
50-74 = Fair to good
Below 49 = Needs improvement

Managers were also asked to choose a skill, knowledge and behaviour that need the most
improvement.
From the results, the following were identified in cach category:

8§ = Exccllent



10=fair to pood

)= Needs improvement
The majority of pecople were in the fair 10 good category with the others rating themselves as
excellent in coaching. This was a positive result as nobody rated their coaching as needing
further improvement. In order to move the majority of participants from the fair to good
category to excellent, it is important to focus on the skills, behaviours and knowledge they
have 1dentified. The two most common skills that were identified that needed improving werc
questioning and listening. Behaviours identified that needed improving was giving
constructive feedback and reflecting on own coaching approach.
To support the development of these, I provided training for the participants that took part in
the survey, Evidence 2.4 demonstrates the PowerPoint that was delivered, This PowerPoint
focuses on the different questioning and listcning skills that are needed and the importance of
giving constructive feedback to coachees. During the session attendees were asked to role
play in order to get feedback from others in the session. The different ways of reflecting on
own coaching approach was also provided.

2.4

The following factors place a responsibilily on the coachee for the success of the coaching
relationship (Carter, 2016):

e  Willingness of the coachee to be coached (should be voluntary participation)

e Reflective ability of the coachee

¢ Openness ol the coachee to learn and change

e Commitment of the coachee to the coaching process

e Receptiveness and willingness of the coachee to act on what comes out of the
coaching

e Listcning

In order to assist potential coachees o understand and participate fully in future coaching
programmes, I delivered a presentation on staff development day. Evidence 2.5 demonstrates
the PowerPoint that was delivered. This PowerPoint covered the benefits of participating in
coaching, the responsibility placed on the coachee, the role of the coach and best practice
Irom other organisations. Example from other organisations such as Google has also been
used.

2.5

[ have supported the ongoing evaluation of the coaching programme by following up with the
coaches with another survey to determine whether their scores improved from previously.
Evidence 2.6 demonstrates that 14 people rated themselves as excellent compared to §
previously and 4 rated themselves as fair to good which is an improvement from 1(. I will
continue to use this method with the management group that are going through the coaching
programme currently, so see where they would rate their coaching skills and to see whether

54



they identify any learning gaps in themselves. This may be followed up by a training session
on those gaps identified.

I have also supported the ongoing improvement of the organisations coaching and mentoring
programme by creating a coaching and mentoring policy, arranging for another slall
development day to include a session on coaching and mentoring and by promoting the
benefits of mentoring in the college. T have also delivered training for those people who
identified skills, behaviour and knowledge gaps in their coaching.

Evidence 2.7 is conlirmation from a member of staff that attended the training which
demonstrates that my support was effeclive and met requirements.

U
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COACHING AND MENTORING POLICY

1. Introduction

Mentoring and coaching are very ellective development methods to assist individuals to
reflect, identify and achieve their goals and supporl the (ansler ol learning into the
workplace. The learning relationships that develop through coaching and mentoring help
support individuals to develop their skills and knowledge and for the College, they provide
powerful learning methods to support staff in a way that is timely and specific. The
mentoring and coaching relationship is very powerful as they empower individuals to find
solutions, manage change and develop in their roles. This policy outlines the College’s policy
and process regarding formal coaching and mentoring in Coleg Sir Gar.

2. Scope.
The coaching and mentoring function at CSG adopts the following 3 streams:

e Formal mentoring — for employces going through the Academic Promotions process,
Research activity and SDPR Process;

¢ For employees, when agreed as parl ol the annual Stafl’ Development and
Performance Review process;

« Informal mentoring — available to all employees;

s Inlormal coaching available to all employees.

3. What’s the difference between a mentor and a coach?

The skills to be a mentor and a coach are very similar such as listening, effective questioning
and supporting. The differenees between the two are:

¢ Menloring is underlaken by someconc who has in-depth knowledge of the mentec's
lield, and 15 likely to be dircctive in terms of support and advice. Mentoring also
provides more general support to build confidence and capabilitics to mect current
and future developmental needs. For this reason, mentoring is usually a longer term
relationship than coaching and can last between six and cighteen months.

e Coaching is done by someone who 1s nol necessarily an expert in the coachee's field
and the discussions are likely to be non-directive. Coaching is also a short term
intervention of a lew sessions and aims lo provide support to enhance performance
and is usually based around a particular lask or objective.

1|Page
Coaching and Mentoring Policy January 2020



4. The Benefits of coaching and mentoring at Coleg Sir Gar.
The benelits of coaching and mentoring include:

o Providing a timely and structured learning and development opportunity based on the
specific needs of the employee and delivered at their own pace;

e Improving conlidence and sell-esteem;

e Increascd motivation to take action;

e Developing the individual’s own understanding of the College’s context and
processes.

e Developing new insights and ways of working;

» Providing an opportunity to receive safc and supportive feedback;

o Providing an opportunity for employces to reflect on and plan their career
development.

5. Formal mentoring within the context of professional development.
Mentoring can be stand-alone developmental intervention or can be very uscful for
supporting other developmental activity such as leadership and management programmnes.
Mentoting can be identified by the line-manager and / the employee and can be part of a
number of outcomes from the Performance Review process. Menlors arc allocated to staff
who express an interest in making an application. All mentors must:

e TUndertake the ‘coach & menlor’ Panopto (raining and commit to on-gong

development following the initial training;

¢ Make the initial contact with the menlee;

e Ensure a commitment to the relationship over an agreed timescale;

e Deal professionally with any conflicts that may arise.

6. Informal Coaching and Mentoring,
All line managers have a responsibility to develop their people and leams and the College
cxpects managers to explore mentoring and/or coaching management styles as part of their
day to day management responsibilities. Line managers who wish to coach or mentor stafl
will therefore be required to:-
e Undertake the ‘coach & mentor” Panopto training and commit lo on-going
development following the initial training;
o Make the initial contact with the relevant coachee/mentee;
e Ofler the opportunity for all their team members to cxplore coaching or mentoring
and advise on ways in which this can be achicved either with the line manager or
another member of staff who has undertaken the training,

7. Responsibilities of the mentee/coachee:

o In most situations obtain agreement to participate (rom the line-manager to meet with
the mentor/coach;

o Set the agenda and purposc of the relationship with the mentor/coach;

2|Page
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e Maintain commitment to the relationship.

8. Responsibilities of the Linc-manager:
e Fnsurc that mentees and coachees are supported during the process;
e Respect the confidential nature of the relationship.

3|Page
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colegsirgar
Coaching Skills Self Assessment

Below arc 20 characleristics cmployees have used to describe bosses they rate as cffective
coaches. Rate yoursell in terms of what you think your employecs would say about you.
Please be honest. These answers are meant for your cyes only.

SCORING KEY:

. Rarely Displayed 2. Sometimes Displayed 3 Frequently Displayed 4. Usually Displayed 5.
Almost Always Displayed

As a coach,

1. Capitalize on my employee’s strengths
2. Give my cmployees visibility
3. Provide [reedom to do their job

4. Set high standards of excellence

5. Orient employee to our company values and business stratcgies

tad
o
]

1 2

5. Ilold employces accountable

6. Protect employees from undue stress at work
1 2 3 4 i
7. Lncourage employees when he/she is discouraged or about to undertake new or difficult

-

assignments 1 2 3 - 5

9. Provide information about the company and the employec’s role in the attainment of

company goals 1 2 3 4 5
10, Make performance cxpectations and priorities clear
| 2 3 = 5

11. Take the time to build trust
1 2 3 4 5

12. Provide appropriate training and support when necded

1 2 3 4 5




13. Solicit and really listen o their ideas
l 2 3 + 3

14. View employees as pariners and critical to the success of our company

1 2 3 4 5

15. Serve as a good role model

16, Will not lct employee’s give up

17. Do not divulge their confidences
| 2 3 4 5

18. Explain new decisions and procedures and give advance notice ol changes whenever
possible

1 2 3 4 5
19. Provide cployees with regular feedback about their job performance

1 2 3 4 5

20. Giive cmployees credit when they deserve it

TOTAL: 1 2 3 4

Scoring:

A total of:

75 — 90+ = Excellent
50-74 = ['air o good

Below 49 = Needs improvement




Now choose one skill, knowledge and behaviour you nced the most improvement and wrile
them below.

.
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DEFINTION OF COACHING

& Coaching 1s about expanding people's
capacity to create the desired future, It is
HOT TELLIMG PEOPLE WHAT TO D0, but
asking them to examing the thinking behind
what they're doing so it is consistent with
their goals, Coaching is about giving people
the gift of your presence, asking questions
and listening,

T

COACHING IS EVERYTHING YOU DO
TO

& Release aspirations
& Produce extraorcinary results
o fuild Capacity

BUILDING BLOCKS OF COACHING
@ Active Listening

@ Questioning Skills

m Coaching conversation Model - GROW

TODAY YOU WILL....

@ Understand what active listening means, and
the 4 steps + 1 to practicing it

m Understand what open, closed and probing
gquestions arg and hone your skill at
when haw to best use each type

@ Become aware of negative listening habits
and which ones you might practice
consciously or unconsciously

& Understand the GROW Coaching Model and
practice using it in coaching conversations
with each other,

ACTIVE LISTENING

@ Active listening is listening and responding
that facuses the attention on the speaker
and improves mutual understanding

LY



ACTIVE LISTENING

= |s one of the most important skills of an
emotionally intelligent leader

@ Builds trust

w Encourages positive prablam solving

@ Takes practice
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ACTIVE LISTENING

@ Confirming your understanding:

Step 1 - use a confirming statement

Step 2 - summarise key facts

Step 3 Ask if your understanding is correct
Step 4 - Clarify misunderstandings if necessary

ACTIVE LISTENING

m Mon -verbal

@ Eye contact

w Pause/silence

@ Facial expressions that indicate you are
present and focused

o fiocy Language

l.{l

LISTENING TO UNDERSTAND

@ We can do this by:

Quigting aur mind - giving 100% of our
attention

Being non-judgemental

Paraphrasing - repeat what they have said in
your words to demenstrate thal you have

understaod the discussion and you have been
actively Hstening

TIME TO THINK.....

w Discuss barriers that get in the way of
listaning.... {5 minutes)

DISCOVERING YOUR NEGATIVE
LISTENING HABITS

@ Purpose:
To help you gain self awareness regarding

By being aware of them, you will be in a

negative listening patterns that you may
have developed over the years.

position Lo do something about them




THE FAKER..

= All the outward signs are there, nodding,
making eye contact, and giving the
occasional uh huuh, However, the faker isn't
concentrating on the speaker, His mind 15
clsewhere,
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THE INTERRUPTER

& The interrupter doesn’t allow the speaker to
finish and doesn't ask clarifying guestions or
seek more information from the speaker.
He's ton anxious to speak his words and
shows little concern for the speaker,

THE INTELLECTUAL OR LOGISTICAL
LISTENER

® This persan is always trying to interpret what
the speaker is saying and why, They are
judging the speaker's words and trying ta it
them inta the logic box, They rarely ask
about the underlying fecling or emotian
attached to a messagde.

THE REBUTTAL MAKER

m This listener only listens long enough to farm
a rebuttal, Their paint is to use the speakers
wards against them, AL their worse, they arg
argumentative and wants to prove yau
wrong. At the very least the person always
wants to make the speaker sce the other
point of view,

THE ADVICE GIVER

w Giving advice is sometimes helpful, however,
at other times thiz behaviour interferes with
good listening, because it does not allow the
speaker to fully articulate his feelings or
thoughts, it doesn’t help the speaker salve
his awn prablems, it prohibits venting, it
could alsa belittle the speaker by minimizing
his or her concern with a quick solution,
Heonwever, advice given too quickly and at the
wrong time is a put of to the speaker,

DEVELOPING CLIENT
RELATIONSHIPS

m Questioning skills;

OPEN

PROBIMG

CLOSED




OPEN QUESTIONS

w Solicit maore than a YES ar MO or other one
wiard response

@ Aim to get sameaone to talk

& Are useful when you want general
information

& Cammon lead-ins are what, how, and why

Wiar, - eRe?
8 " W™ e,
z Ty
§ How? ,

PROBING QUESTIONS
& Definition:
Questions that do not introduce a new topic

but allow you to probe further to find out
mare information

Exarmples:

Could you tell me moro?

Could you give me an example?
Why was that?

Could you expand?

GROW

e (CHAL

tet a goal and Lime Limit for the session

ttate the goal for the issue after definining the
realily

® REALITY

Define current reality and desired reality and
agree on Any gaps, explore reasons

= OPTIONS

Explore alternative strategies/courses of action for
eliminating the gaps

@ WRAP LP

Agree on what is to be done, when and by who -
L0t a date far roview
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CLOSED QUESTIONS

& Solicit a YES or NO or other one ward
response

& Afm to limit talking or to control direction of
canversation

& Are useful when you want specific
infarmation

& Commaon lead-ing are who, which, would,
are, can, have, do, is, will and may

A HELPFUL TOOL...

w A coaching conversation model that helps to
structure the conversation and get maximurm
participation from people is the GROW madel

o1



CONSTRUCTIVE FEEDBACK

@ Feedback s information about reactions to a
product or a persan’s performance of a Lask
which may be used as a basis for
improvement.

& Canstructive feedback is meant to help
improve the performance of an individual or

a team, and shouldn't be wsed to tear them
dowin.

CONSTRUCTIVE FEEDBACK

% Jome situations which reguire giving
constructive feedback include:

& Providing specific performance pointers,
* Giving corrective guidance

& Letting someane know the consequences of
their behaviour

w Encouraging positive behaviour

& Encouraging and supporting someone who is
doing well

TYPES:

= Critical feedback is given when something
needs to be impraved

# Positive feedback 15 given when something
has been done well.

09/03/2020

WHY GIVE CONSTRUCTIVE
FEEDBACK

@ Feedback is an cssential element for
everyane in a workplace. It is a useful took
for indicating when things are going in the
right direction, or for improving an area
which is having problems.

SOME CLUES THAT CONSTRUCTIVE
FEEDBACK IS NEEDED WHEN:

w Someone asks for your opinion about how
they are doing

& Errors eoour again and again
w A peer's work habits disturb you.

@ Someanc wha 15 a high perfarmer is doubting
the level they work at

& Someaone has completed a task to high level

# Someone has tried something new and It has
gone well

HOW TO GIVE GOOD
CONSTRUCTIVE FEEDBACK

& You should try to:
w Focus on the situation, not the person

@ Focus on the behaviour, action, situation,
issue

= Comment on the issue, not the parson
& Don’t make personal attacks

w Share how a problem effects you, without
going on and on about it




09/03/2020

@ When giving constructive feedback, critical or
pozitive, you should try to do the following
things:

& Be specific with your feedback as this will allow
the receiver Lo Know what needs to be changed
o continued

& Break the feedhack inta key points.

& Vague - ou tried really hard on Lhe report but |
didnt like it and you can do better

& Specific - Good effort but there are some things
which can be improved, 1. formattin .d:,nour fant
should be the same through the whole document
2) images, images shauld always have a caption
that explains what 5 being shown.

® A good way to glve constructive feedback is using
Lhe sandwich method, it combines giving positive
and critical feedback. It's sometimes referred to
a5 PIR, Positive, improvement - Positive

1. Focus on some strength - what has been done
well, what was positive aboul Lhe situation

2. Provide the criticism - things that didn™t go
well, things that can be improved

3. Finish oif the feedback by restating the
positive comments, and the positive results
thal may be expected if the criticism 15 acted
arl.




Coaching in the
workplace

Mia Willlams

Definition of Coaching

v Clutterbuck (2016} defines coaching as “a
process by which the coach, through direct
discussion and guided activity helps an
individual to solve a proflem, or do a task
Better than would athenvise have been the
case’

v Whitmore (2017) defines coaching as
“unlocking a persons potential to maximise
their own performance. [t {5 helping them o
fearn rather than reaching them”,
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When is coaching used?

v One example of when coaching is used is
when an individual forganisation wants to
develop anather Individuals specific
competencies using performance
management tools,

Coaching can help improve performance and
create the desired results, Coaching is
appropriate for situations such as,
understanding aims/goals, improving
awareness of others and building a life fwork
halance (Starr 2011).

-

Coaching would be appropriate
for:

v Putting together a life plan, understanding our
aims and goals.

v Finding ways to reduce stress in our lives, or
free up maore time.,

+ Building a life /work balance that fulfils us,

v Improving our ability to relate to others.

v Improving our awareness of athers

v Improving our self-discipline and motivation.

v Improving eur health and well-being routines,
e.q. diet, exercise.

Coaching would not be

appropriate for:

+ On-going dependency on class 'A' drugs e.g.
heroin, crack, cocaine.

v Significant alcohol issues, e.g. someons who
drinks to get through the day.

v Where someone has experienced violent or
sexyal abuse and nesds further support to
deal with that.

» Where someone is abusing others, either
physically or sexually.

+ Mental illness e.g. extreme ang violent mood
wwings, ongoing deprassion etc.

Coaching is..

& crarh oan auceessiuly b ivuled with 2 coaches Tne 3 thiel peno of bme, moyse ceen
Jint 2 Few wmasions. The coaclng Basis Far as keng as v resded, depandig us e piipes
ol fe cancking idatnsshiz,

TaskBased
Tha lsus @b @0 CONCREE lsmer wirh an marsging oo eMolively, speaking mons
wrticalataly, dn leaeing bow to thiek seeategiralle. This requises 4 Laptenl Sspert feaachl
| b o capable of teaching die coscbar baw e deeelop G skl

Pesformanre Driven - Hoea Directive
the paipose of coatiing Is 1o Imprres the indreduaf s gseloemance o1 the Job. This malver
wittwe mshancuig ciirer $ERlE or aoquiieg new skl Do the wadbes secceifuly
avguirns the dkils. tie coadh b o loager nessas
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The falizwing Factars place a responsibility on the coachee Tor
the success of the coaching relationship (Carter, 200 6)

» Willingness of the coachee to be coached
{should be voluntary participation)

v Reflective ability of the coachee

» Dpenness of the coachee to learn and change

vy Commitment of the coachee to the coaching
process

v Receptiveness and willingness of the coachee
to act on what comes out aof the coaching

v Listening

Best Practice examples

¢ Coaching madels help to provide a framework for
the coaching discussion.

v There are a number of well known models of
coaching but the best known of them is the GROW
el

The grow maodel in action:
hinpa | s voutEbe com wals iy =T vt 7 G

GROW Model

OSCAR Model

Line Manager as the coach

v A more committed team

v Better team performance

v Better warking relationships
v [dea generation/ creativity

v Open communication

v Investing time to gain time

T
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Barriers of the line manager being

a coach

Groupthink

Inequality in whe gets coaching

Time pressures

The L-.-.ndﬁnc-; for managers and direct reports to Fall into
“parent child® roles In any conversation

Tha sensc that bath parties may have hidden agendas
Conflict brtwesn the employee's desire for some things to
remaln confidential and te manager's accountability for
the weltare and performance of the team as a whole
Conllict betwean pressure 1o dellver short term sk
ohjectives and 1he longer term development needs of team
members.

Culoure

Skl level

Internal Vs External

Internal coaching
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Regulations & professional
practice impacting on coaching
v GOPR 2018

v Confidentiality

» Ethical practice

» Coaching contract

+ Coaching/Mentering professional bodies

GDPR

» GDPR May 2018

+ Historically no teeth - Max fine of £500,000
and few at this maximum.

v Mow max fine of £18 million

v Mo fee for subject access reguests

4. Accurake A Up ko
dale
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Confidentiality

+ Confidentiality is paramount in the coaching
relationship. The coach needs to ensure that
the venue is appropriate for instance, gquiet,
not easily overheard, free from interruptions
and ensure that the notes are taken and
stored in line with GDPR 2018 (Cox et al,
2018). The coach also needs to be careful not
to leave sensitive information on a printer,
desk or on a portable memaory stick. Ethical
practice also needs to be taken into
consideration.

P

Findings..

v According o CIFD (201 8) repart, f.c-au:hirltE]1 has
been reported to increase workplace wellbeing
and reduce depressionand stress. As well as this

it can also increase employvee engagement as
identifled by Royal (201 9through a Gallup
report.

According to Sime (2019), 70% of individuals who
receive coaching improved work parformance,
relationships and communlcation. 86% of
companies also felts that they received back the
imvestment rhez made into _r_'eachln? plus more
on top due to the benefits it broughtfor the
organisations.

Google

+ One company that has implereeted coaching In chelr organssation i

Grayle, '|E.-|y_-|.- el 5o, in ceder 1o boost employes engagemeed (M Lare,
VB, Conar Fiing within Google receives an employes salisfetian rating

wl &8 i af 1.I1n arder to keap their best talenl enyageinent and
enathvazatian |5 esseniral bo Google,

i Googks uses (ke GROW craching medzL. According o Gongle™s mspanch

there are aix companents of good coaching. These are

Frowiding vmely and specihc leelback

Dafruring hasd tesdback in a motvatonal and thowght el way

Tallering aparoaches to mest elividnal ecmmuanicatlon styles in regular

ane 1o anes

Pear liing emparhetic “zcthee” listening and being fully present

Being coqnizant of youwe awn mindser and that of the employees

Askirg ppen-erded guestlons to discover an employes's acamen

Implementing coachmy Tor Goayle fis costribured towards them being

e best company L vesek far aned achisving thelr orgarasabons

abgectivas,

Best Practice Examples
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Excellent
Fair

Mew

14
4

Previous
8
10
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