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Evidence matrix           

   

Candidate name: Rhodri Packman   

Qualification title: Contributing to Coaching and Mentoring  
 

 

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 training and development policy EV1   

  
 

1.1 Achieve process EV2   

  
 

1.1 People Strategy document EV3   

  
 

1.1 CT survey results EV4   

  
 

1.1 Client mentoring support email EV5   

  
 

1.1 Lunch and Learn  EV6   

  
 

1.2 Completed achieve sheet EV7   

  
 

1.2 Team meeting mentoring session EV8   

  
 

1.3 CT structure document EV9   

  
 

1.4  Meeting notes EV10   

  1.4 Confirmatory email.  EV11   

  2.1 Coaching presentation to employer forum EV12   

  2.1 Email confirming presentation  EV13   

  2.1 Employer forum follow up email  EV14   

  2.2 Focus group notes EV15   



CEM1_CIPD Candidate evidence matrix V1.0  

  2.2 Coaching support document EV16   

  2.3 Mentor/Mentee information document EV17   

  2.3  Email about the mentee delivery session  EV18   

  2.4 Evaluation email  EV19   

       

       

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:  Date:  

 



 

 1.1 Investigate the extent to which coaching and mentoring take place within an organisation. 

 

I undertook a review of Chwarae Teg procedures and processes to identify what coaching and 

mentoring takes place. Researching internal documents I found the following: 

1. We have a training and development policy (Evidence 1). This is not an in-depth policy and 

mentions only coaching and mentoring in passing (as an example of a low-cost training method).  

2. There is also our ‘Achieve’ performance management tool. Accompanying this is a document 

provided to managers to help them through the performance and learning process, but within this, 

coaching and mentoring is not mentioned (Evidence 2).  

3. Within the People Strategy, coaching is mentioned for managers. Learning and Development for 

staff is listed. Within this section the following statement is written; “Encourage job 

shadowing/rotation to gain understanding of colleagues’ roles. Mentoring with new starters. Process 

should be formalised”. (Evidence 3).  

4. Engagement Survey. The results of the most recent engagement survey show that there is 

confusion about mentoring and coaching (indeed it was a low scoring area) (Evidence 4).The 

inference from this is that it is not formally offered.  

5. What is also pertinent at Chwarae Teg that when we work with businesses, we often work with 

the client to implement specific coaching and mentoring, covering equality and diversity issues 

within their business (Evidence 5). The importance of coaching and mentoring to an organisation is 

well known by many of the consultants working for Chwarae Teg, however, external actions are not 

reflected internally.  

As Clutterbuck et al (2016) suggest, informal arrangements occur where the organisation does not 

intervene, leaving relationships and outcomes to occur more naturally. Timescales may vary and are 

instigated at the request of managers or the individuals concerned and may well be due to a lack of 

coaching/mentoring culture within the organisation. This is certainly true at Chwarae Teg, where 

there are many informal, loose, coaching sessions such as ‘lunch and learn’ (Evidence 6), as can be 

seen, these have slipped from the recent agenda. 

In essence, Chwarae Teg has an informal approach to learning and development, specifically to 

mentoring and coaching. Little is planned, not even to new starters going through the on-boarding 

process. Coaching and mentoring is left to individual managers and individual employees to address, 

if/when, learning and development issues arise.  

 
1.2 Evaluate how current coaching and mentoring activity supports achievement of individual, 
team and organisational objectives. 
 
Within Chwarae Teg our achieve process (performance management process) is heavily linked to 

individual, team and organisational objectives. As can be seen (Evidence 7) every quarter an 

individual is assessed against how well they have performed as an individual, but also in supporting 

the team, the wider organisation (values of being 1 supportive team) and organisational goals. 

Coaching and mentoring plays a small part of this process, albeit within Chwarae Teg’s overall 

informal approach. 



Informal learning is described as unplanned (Kyndt et al, 2009) and happens within Chwarae Teg as a 

natural part of someone’s role or within ‘learning in the flow of work’ (CIPD, 2020). Informal 

coaching often happens spontaneously and unconsciously without any objectives in terms of 

learning outcomes (Hart, 2003).  

This happens within Chwarae Teg as can be seen from ad hoc ‘lunch and learn sessions’ which are 

mini coaching sessions over lunch (Evidence 6) and regular team information sessions where one 

person takes the lead and shares knowledge on a topic (Evidence 8).  Working alongside others 

allows employees to observe and listen to and to participate in activities, and hence to learn some 

new practices and skills and to become aware of the knowledge/expertise there is within Chwarae 

Teg. Tackling challenging tasks requires on-the-job learning and, if well-supported and successful, 

leads to increased motivation and confidence. Such observations are sometimes recorded in Achieve 

meetings and therefore contribute to the different objectives within the organisation.   

Chwarae Teg, whether by design or default, finds itself in a situation where a coaching culture exists, 

however informal this may be. A coaching culture as defined by Hawkins (2012) is: 

“When a coaching approach is a key aspect of how the leaders, managers and staff engage and 

develop all their people and engage their stakeholders, in ways that create increased individual, 

team, and organisational performance and shared value for stakeholders’.  

However, as with no formal approach to mentoring or coaching in place across the organisation, 

clearly there is no monitoring of results. This means that questions need to be asked on how 

effective such ad-hoc coaching and mentoring methods really are within Chwarae Teg.  

 
1.3 Assess factors in the organisation including other learning strategies which could impact on 
the further development of coaching and mentoring. 
 

In researching Chwarae Teg there are a number of factors that influence L&D and the future role of 

coaching and mentoring.  

Business and HRD strategy 

Looking at the wider business strategy, Chwarae Teg is making cost efficiencies and re-structuring 

due to changes to European finding and project closures. This impacts HRD and the financing of 

training in particular. This is why mentoring programmes are on hold.  

Structure 

Chwarae Teg, in line with Agile Working, has transitioned from an hierarchy structure to a flatter, 

functional structure (Evidence 9). There is a people team, but this functions as a HR admin and 

supporting role, to the management team and the project leads. Whilst a flatter structure allows for 

collaboration, similarly to its predecessor, it can create the risk of silo working.  

Role of Managers 

Managers run their functional department in Chwarae Teg and this impacts overall L&D and the 

future of coaching and mentoring. Within Chwarae Teg all learning and development is recognised 

via the ‘achieve’ process. Employees are encouraged to seek feedback on performance from 

managers, colleagues and from stakeholders. From here, unless there are major performance issues 

learning is encouraged to be predominantly initiated by the learner, motivated by the need to 

develop oneself for the better (Noe, 2013).  



Individual managers have differing approaches to management, L&D and coaching. Some 

departments are client focused (indeed delivering coaching and mentoring as part of programme 

delivery) with managers well versed in its application. Other managers are from technical or 

research backgrounds. From first-hand experience of changing teams I know one manager had a 

hands-off approach to development, the other much more proactive in pushing me to learn. This has 

been recognised by the people team (Evidence 3) but more needs to be done.  

Approach to L&D 

Intrinsically linked to all of the above is that there is no formal organisational-led approach to 

learning and development. Whilst the people team have a strategy (Evidence 3) which highlight 

some of the concerns raised, again it falls on managers to implement L&D within their own 

departments.  

Chwarae Teg, like many organisations, trying to maintain a competitive advantage, needs employees 

that are willing to contribute to by continuously developing their own skills and capabilities. This 

relies on both manager and employee to empowering, creative and motivated in order to develop 

innovative learning experiences (Beck, 2012).  Within Chwarae Teg there’s been a definite shift 

towards employees themselves taking greater ownership of their own development, whether by 

design or default.  

 
1.4 Make justified recommendations for how coaching and mentoring activity can be 
developed to benefit the organisation. 
 
 
From the research conducted there is a clear informal approach to coaching and mentoring within 
Chwarae Teg. Coaching is the responsibility of the line manager, and within Chwarae Teg it is centrally 
concerned with improved task performance (Garvey et al, 2014).  However, to make it more effective 
it needs to filter throughout the organisation with an eye to creating a coaching culture. I discussed 
this will my manager and made notes on the discussion (Evidence 10). An overview is included here, 
following a model described by Clutterbuck and Megginson (2005) can be followed: 
 
1. Coaching linked to business drivers. 
Within Chwarae Teg coaching should be integrated into an L&D strategy, with the appropriate 
measures and processes in place. Coaching should be seen as a viable learning opportunity (using 
GROW, CIDP, 2019). All managers need training in the benefits of coaching and mentoring. On top of 
this I would also make sure there are clear links from coaching and mentoring to progression. This 
would involve the creation a career blueprint for employees. 
 
2. Being a coachee is encouraged and supported. 
The first step in this would be to list skills of employees, find out who can do what and match this 
with potential mentees. The costs of using external coaches and mentors would be prohibitive 
however, there is so much knowledge in house, this must be embraced.  
 
3. Providing coach training. 
Those who wish to be coaches and coachees need training. Internally we have the LDP team who 
contain qualified coaches. This should be exploited and someone should be a coaching role model 
for others. There should also be a manager who is a coaching role model to help apply coaching and 
mentoring within their teams. I would also use a buddying/shadowing scheme to start things in a less 
formal way.  
 



4. Rewarding and recognising coaching 
Employees should be rewarded for knowledge sharing and more cross-functional learning and 
sharing should be formally encouraged. Part of the training for all staff is that coaching should be 
promoted as an investment in excellence. 
 
5. The move to coaching is managed. 
Senior Management team need to get behind a company-wide move to coaching. From this line 
managers will take responsibility for a coaching culture. However, there are concerns about the role 
of managers – going from a tell, to a show approach, the power relationship and the need for some 
distance and impartiality in the coaching relationship (CIPD, 2019).  
 
The meeting between myself and my manager was held and this was followed up and confirmed by 
an email exchange (Evidence 11). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
References 
 
Beck, V. (2012). ‘Employers’ views of learning and training for an ageing workforce’. Management  
Learning, Vol. 45, No.2, pp. 200-215. 
 
CIPD. (2019). Coaching and Mentoring. Factsheet.  
 
CIPD. (2020). Learning in the flow of work. Factsheet.  
 
Clutterbuck, D. and Megginson, D. and Bajer, A. (2016) Building and Sustaining a Coaching Culture. 

London: Chartered Institute of Personnel and Development. 

Garvey, B., Stokes, P., & Megginson, D. (2014). Coaching and mentoring: Theory and practice. 

Thousand Oaks, CA: Sage. 

Hart, E.W. (2003). Developing a coaching culture. Centre for Creative Leadership, Johannesburg. 
 
Hawkins, P. (2012). Creating a coaching culture. Maidenhead, UK: Open University Press. 
 
Kyndt, E., Dochy, F. & Nijs, H. (2009). ‘Learning conditions for non-formal and informal workplace 
learning’, Journal of Workplace Learning, Vol. 21, pp. 369–83. 
 
Noe, R.A. (2013). Employee Training and Development (6th ed.). New York: McGraw Hill. 
 
Taylor, S., & Woodhams, C. (2016). Human Resource Management: People and Organisations. 
London: CIPD.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



 

CT Training & Development Policy and Process 

Version: 
1 

Version Date: 
May 2019 

Ownership: 
SMT 

Approved by: Nouran Al-Jandali, 
Strategic Lead: People 

Initialled: 
N AJ 

Issue date: 
24th May 
2019 

To be 
reviewed: 
Annually 

Page 
1 of 6 

© Chwarae Teg 
 

Training and Development Policy and Process 

I. Introduction: 

As an organisation, Chwarae Teg is committed to the development and growth of women in Wales. 
Similarly, the organisation is committed to the development of its own staff. This paper outlines the 
benefits of staff training and development, the kinds of opportunities available to Chwarae Teg staff, the 
process for requesting opportunities and considerations needed when determining approval of the 
requests.  

II. Benefits of Staff Training and Development include: 

For Chwarae Teg: 
a. The development of expertise, skills, knowledge needed for the job 

b. The development of expertise, skills and knowledge within the organisation 

c. Plugging gaps in knowledge/ skills for the department and/ or wider organisation 

d. Reward and retention of key staff  

e. Succession planning 

For the employee: 
1. Continued personal development  

2. The development of expertise, skills and knowledge needed for the job 

III. Training and Development Opportunities: 

It is recognised that while there is sometimes a financial cost linked to training, this is not the case for all 
staff development opportunities. Below are a few examples of training and development that Chwarae 
Teg supports. The list is not conclusive: 

Financial & Time cost Time cost only 

External training courses linked to requirements of the 
job 

Buddying and shadowing 

ILM Secondments  

CPD  Mentoring (either as a mentor or mentee) 

Membership of governing body linked to profession Free training courses (internal and external) 

Academic course linked to requirements of the job (e.g. 
degree) 

 

Staff development days  

Leadership development days  

  

EV1



 

CT Training & Development Policy and Process 

Version: 
1 

Version Date: 
May 2019 

Ownership: 
SMT 

Approved by: Nouran Al-Jandali, 
Strategic Lead: People 

Initialled: 
N AJ 

Issue date: 
24th May 
2019 

To be 
reviewed: 
Annually 

Page 
2 of 6 

© Chwarae Teg 
 

IV. Process: 

To request training/ development, the employee should: 

1. Have a conversation during their Achieve meeting (as part of the Career Conversation part) with 

their line manager about the training/ development opportunity, including costs, timescales and 

benefits of the training/ development. If the training opportunity comes up between Achieve 

meetings, have a conversation with line manager in a timely manner. 

2. If the line manager is in agreement that the opportunity would be beneficial (keeping in mind the 

considerations listed below) he/ she should communicate this to the employee and ask the 

employee to complete a training request form (Appendix A) and send it back to them. Once 

reviewed and happy with the request, the line manager should email it to their SMT member, 

copying in the Strategic Lead People.  

3. The SMT member brings any training requests to the next SMT meeting for approval. SMT will also 

determine if funding/ part-funding for the opportunity could be requested from WEFO. 

4. Following the SMT meeting, the Strategic Lead People will communicate the outcome of the 

request to the line manager. 

5. If SMT determine that the opportunity could be eligible for WEFO funding/ part-funding, the 

relevant SMT member will submit the form to WEFO for approval. 

6. If Chwarae Teg agrees to fund/ part fund the training, the employee will be asked to sign a training 

contract prior to starting the course and before any payments are made. The contract sets out any 

repayment required should the employee leave during/ after completing the course (to an agreed 

timeframe). A template Training Contract can be found on SharePoint: Policies - People - People 

Forms. 

 

V. Considerations: 

The following considerations should be given by both the line manager and SMT when determining 
approval of training and development opportunities: 

Relevance: 
o How relevant is it to the job? 

o How relevant is it to the employee? 

o How relevant is it to the department and wider organisation? 

Wider context:  
o Is rationale for accepting the request deemed fair and transparent? 

o Should it be opened to other employees or only relevant to the employee that has 

applied? 

o Does accepting this request set a precedent for other employee requests? 
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Costs: 
o How much does it cost? (financial and time costs) Consider time and financial cost 

o How will it be funded? 

o How long does it take? 

o Does backfill need to be arranged? 

Return on investment: 

o Is this development important to the retention of key talent? 

o What is the overall return on investment? 

Priority will be given to training and development that is: 

o Business critical 

o Relevant to the job 

o Cost-effective 

o Eligible for WEFO funding 

o Fair and transparent  

o Not time-consuming 

o Important for the reward and retention of key staff 
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Appendix A 
 
Chwarae Teg  
Business Case: External Training 
 
Justification for request: 
This information is required for SMT to determine  

 whether or not funding can be granted and/or  

 whether a request can be made to WEFO for funding 
Note to SMT: Paid training that exclusively benefits the individual, but not the project, would be 
ineligible for WEFO funding 
 

Staff Member:  

Line Manager requesting 
training: 

 
Date of 
Request:  

Department Lead approved:  

SMT member date to SMT 
meeting: 

 

No of Attendees:  Course Cost £: 
(Per Person) 

 Total Course Cost £:  

  Travel Cost £ 
(Per Person): 

 Total Travel Cost £:  

  
Accommodation 
Cost £ (per person): 

 Total Accommodation £:  

  
Subsistence Cost 
£ (Per Person): 

 Total Subsistence £:  

    TOTAL COST:  
 

Are all attendees working directly on the project (required to determine whether WEFO 
application can be made) Yes  No  

Course Title:  
Course 
Date(s):  

Course Provider:  Course 
Location: 

 

 
 
Brief Description: 
 
 

 

Purpose of the training: 
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 Yes No 

Is it essential to deliver the training the full number of staff quoted?  If so, why?    

 

Is the training necessary for and of benefit to the successful delivery of the project? If so, why?   

 

If ‘no’ to the previous question what benefit will the training bring to the organisation? 

 
 
 

What benefit will the training bring to you, the individual? 

 
 
 
 
 
How does the training link to Chwarae Teg Strategic Objective? 
 
 
 
 
How will ROI (return on investment) be measured: 
 
 
 
 

 
 

HR use only  HD/ WEFO use only 
Submitted to SMT 
by:  

 Submitted to 
WEFO:  

Date:   Decision:  

Decision:   Date:  
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The policy has been reviewed and revised in May 2019 
It replaces the previous version. 
The policy will be implemented from the 27th May 2019 
The next review date will be May 2020 in order to evaluate any changes considered necessary. 
Signed by:  
Nouran Al-Jandali, Strategic Lead People 
May 2019 



 

 

HR Guidance Note: Performance/ Capability issues identified through Achieve 

 

Related Documents: 

This Guidance Note should be read in conjunction with the relevant supplementary documents, 

available in the HR section on SharePoint: 

- Achieve Guidance Note 

- Achieve sheet 

- Capability and Performance Policy 

- Disciplinary Policy 

 

Introduction: 

Chwarae Teg strives to be a high performance organisation and while Achieve is not a performance 

management tool, it helps to facilitate regular conversations between leads/ managers and 

employees about expectations, objectives and performance. By documenting SMART Achieve 

objectives and measuring output during Achieve meetings in an agreed timescale (meetings should 

take place at least quarterly), leads/ managers can review performance and output against 

objectives and identify under-performance/ capability issues.  

This Guidance Note details the process from informal to formal, if performance/ capability issues are 

identified. In line with employment law and best practice, which inform Chwarae Teg policies, any 

identified issues should always be tackled informally first and the employee should be given an 

opportunity to improve, before proceeding to a formal process. 

It goes without saying that Achieve does not replace the manager-employee relationship/ 

psychological contract – if a lead/ manager identifies performance/ capability issues, they should 

tackle this in a timely manner, rather than wait for the next Achieve meeting. It should also be noted 

that Achieve is not designed to address conduct issues. Misconduct should be addressed 

immediately (please refer to the Disciplinary Policy for guidance). 

A standard process from informal to formal is detailed over-page. Matters should also be flagged to 

HR for advice/ support, where appropriate. 

 

 

 

 

EV2



Process: 

 

 

 

Is the issue 
performance/ 
capability or 

conduct 
related?

Performance/ 
capability 

Are agreed 
outputs/ 

objectives/ 
expectations 

realistic?

No

Re-address 
expecations and 

adjust objectives as 
appropriate. Review 

progress as 
required, in line with 

Achieve process

Yes

Have you attempted to resolve 
perfomance/ capability issue 

informally? 

Informal steps:

- clarify the required standards;

- identify area(s) of concern;

- explore likely causes  for under-
performance with employee (i.e. 

ask them why)

- identify any training needs and 
put training in place to address 

knowledge/ skills gaps;

- agree a performance 
development plan - setting clear 

targets for improvement and 
agreeing a timescale for review;

- review progress

No

Must attempt 
to resolve the 

matter 
informally first

Yes

Refer to 
Capability 

and 
Performance 

Policy

Conduct

Misconduct 
should be 
addressed 

immediately 
(please refer to 
the Disciplinary 

Policy for 
guidance)
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People Strategy
Key Priorities for Chwarae Teg People:

2019 - 2021

Preface

This document summarises Chwarae Teg’s People 
Strategy: 2019 – 2021 and key projects and 
activities undertaken by the People Team in order 
to achieve set objectives.

It is a live document, reviewed and updated in line 
with changing business priorities.

Key Priorities
Key Priorities for Chwarae Teg People are:

• Culture
• Organisational Development
• Organisational Structure
• Reward & Recognition
• Governance

There are a number of specific elements within each of 
these, which will be presented over the following pages.

EV3
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One Chwarae Teg

Desired outcomes:

Excellent communication, 
knowledge sharing and teamwork 
within the organisation, between 
SMT, Leads, employees and 
departments 
(e.g. collaboration, communication, 
knowledge sharing, pan-Chwarae
Teg projects); Regular, consistent 
and meaningful feedback between 
managers and employees across 
Chwarae Teg

Activity

Focus on reduced silo working and increased 
knowledge (e.g. SMT meetings across all 
offices, People Team drop in sessions)

Internal buddying and shadowing between 
employees,  departments, offices

Encourage staff movement (e.g. secondments,
projects) – improve knowledge of business and 
multi-skilling

Remind of value of ongoing feedback. Create 
culture of trust and ability to give constructive 
feedback. E.g. visable response and actions in 
response to employee feedback, including 
annual You Said, We Did. Clear objectives for 
the Employee Forum and regular 
communication between the EF and SMT

Launch and regular review of 360 feedback

Continuous focus on strong internal 
communications

Values & Behaviour

Desired outcomes:

Behaviour and conduct are valued 
equally to performance. Line 
managers recognise behaviour and 
manage misconduct/ behaviour that 
does not meet required standards/ 
DNA appropriately and do not shy 
away from difficult conversations

Activity

Focus on company DNA at all stages of 
employment (e.g. recruitment, induction, 
development workshops, all staff days etc.)

Regular testing of our DNA to ensure that we 
are living our values – e.g. values-based 
interview questions, DNA focus on the Achieve 
sheet, 360 feedback in relation to behaviour as 
well as performance

Continued focus on importance of behaviour

Appropriate and consistent management of 
misconduct 

High Performing Teams

Desired outcomes:

A high performance culture within 
Chwarae Teg - striving for 
continuous improvement as 
individuals, teams and as a 
company. Line managers take 
appropriate action (e.g. training, 
development, support, coaching, 
performance management) when 
performance is not of the required 
standard; Commercial mindset-
managers and employees adopt a 
commercial mind-set based on 
continuous improvement and 
adding value

Activity

Training centred on high performance, impact, 
personal brand, resilience etc.

Managers taking a consistent approach to 
performance management

Appropriate management of 
underperformance

Employee Engagement

Desired outcomes:

An engaged workforce - employees 
enjoy  working for Chwarae Teg, feel 
valued and motivated - measured 
through employee engagement 
survey results, positive feedback 
from Employee Forum, discussions 
with line managers, office visits, 
engagement workshops, all staff 
days etc.

Activity

Employee voice – annual review of the 
Employee Forum

Annual engagement survey and engagement 
action plans developed across the organisation

Annual All Staff Day and You Said, We Did 
document

Continued roll out and review of engagement 
initiatives (e.g. Workplace Wellbeing events, 
employee benefits)
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Work-Life Balance

Desired Outcome:

Flexible and agile working 
across Chwarae Teg, with 
adequate tools to support this;
Manageable workloads 
(accounting for peaks and 
troughs); 
Employees have the resilience 
to manage workload peaks and 
challenges

Activity

Review and refine Achieve process, to ensure it
continues to meet business needs (reviewed 
annually)

Support managers to ensure that workload is 
manageable within all job roles and that 
employees have the tools they need to 
manage any workload peaks and challenges

Attraction & Retention of Key Staff

Desired outcomes:

Attraction and appointment of 
strong candidates to Chwarae Teg; 
Recognition, reward and retention 
of key talent within the business

Activity

Work closely with Marketing Team to ensure 
Employer Brand appeals to external candidates 
and Chwarae Teg is regarded as an employer of 
choice

Review of recruitment process to ensure it 
supports attraction and selection 

Review of talent across the business

Development of succession plans based on 
awareness of talent, skills and experience 
across the business

Management Capability

Desired outcomes:

Confident and highly capable 
managers, providing consistent 
management and support to all 
employees

Activity

Regular People Team coaching support for all 
managers – e.g. through routine meetings

Development of line manager profile, focussed 
on what it means to be a manager in Chwarae
Teg, including set people management 
objectives 
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Training & Development

Desired outcomes:

Internal training and development 
is fit for purpose and meets 
business needs

Activity

Continuous review and improvement of staff 
training and development offering

Monitor training and development centrally –
across the organisation and between 
departments

Launch of clear Training and Development policy 
& process

Career Development section of Achieve process 
– ensuring training and development is kept of 
the agenda during Achieve meetings and details 
are fed back to SMT

Total Reward

Desired outcomes:

Employee reward package remains 
attractive, competitive within sector 
and fit for purpose;
Understanding of the meaning of 
Total Reward within Chwarae Teg –
(i.e. reward is more than salary 
alone) 

Activity

Review of Employee Remuneration, Rewards 
and Benefits package

Updated Total Rewards Policy & process, in line 
with changing business needs

Setting of fair & transparent salaries - continued 
external evaluation of salary levels 
commensurate with role responsibilities in the 
job description



13/04/2020

5

Workforce

Desired outcomes:

Centrally kept map (and good 
understanding) of Chwarae Teg
workforce talent and skills

Activity

Up-to-date organisation chart, available for to all 
staff to view on SharePoint 

Work with SMT and department leads to ensure 
department and wider org structures meet 
business needs and remain fit for purpose  

Legal Compliance & Best Practice

Desired outcomes:

Company policies and processes are 
legally compliant and kept up-to-
date. They are reflective of best 
practice and company needs;

Activity

People Team support managers with relevant 
and accurate employment law and best practise 
advice, to help them manage their teams and 
protect the organisation

Existing policies and processes are reviewed and 
updated and new policies and processes are 
developed. Changes are communicated to 
employees and all policies, processes and 
associated forms are available on SharePoint
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Key 

Key   Key factor for employee engagement 
 

  

Strongly 
Positive Positive Neutral Negative Strongly 

Negative 

 
  

 

 

 Learning and Development 

2019 
Overall 
Positive 
% 

Traffic 
Light 

Last 
Time 

Third 
Sector 
Benchmark 
Median 

  Learning and Development 23 48 20 10 
 

 

70  -1 +18 

Key 
 

32. This organisation helps me acquire skills and knowledge that will 
benefit my future career 

38 63 
 

 

100  +17 +35 

Key 
 

31. This organisation provides me with good learning and 
development opportunities 

38 50 13 
 

 

88  - +26 

  
30. This organisation encourages me to learn and develop my 
potential 

25 63 13 
 

 

88  +4 +22 

Key 
 

29. It is common practice for experienced colleagues to coach and 
mentor new starters 

13 38 25 25 
 

 

50  -8 - 

  
33. This organisation provides people with good prospects for 
promotion or advancement 

25 50 25 
 

 

25  -17 -13 

  

EV4
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Employee Engagement 

Engagement is when staff and volunteers give of their best each day. It is when they are committed to their organisation's goals and values and when they are motivated to 
contribute to its success. 

We know that the benefits of engagement are profound. Engagement leads to higher levels of job satisfaction, wellbeing, better recruitment and retention. It drives performance 
and impact. 

Engagement doesn't happen by chance. It relies on creating an environment of trust, integrity and open communication. An environment where the views of people matter and 
make a difference. This challenges organisations to reflect on their values and culture and to rethink how they lead, manage and communicate. 

Research suggests that engagement with the work is often very high in not-for-profit organisations but engagement with the organisation itself is more variable. This has led us to 
conclude that the question 'I would recommend this organisation as a good place to work" is the most discriminating measure of engagement in the not-for-profit sector. 

Key 
 

  

Strongly 
Positive Positive Neutral Negative Strongly 

Negative 

 
  

 

 

 
2019 
Overall 
Positive 
% 

Traffic 
Light 

Last 
Time 

Third 
Sector 
Benchmark 
Median 

67. I would recommend this organisation as a good place to work 50 38 13 
 

 

88  +13 +13 
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Highlights and Lowlights 

This section shows the five highest scoring questions (Highlights) and the five lowest scoring questions (Lowlights) based on the 2018 Overall Positive %. 

Key 
 

  

Strongly 
Positive Positive Neutral Negative Strongly 

Negative 

 
  

 

  

Highlights 

2019 
Overall 
Positive 
% 

Traffic 
Light 

53. This organisation has strong values and operates to high ethical standards 38 63 
 

 

100  

55. This organisation values diversity 50 50 
 

 

100  

28. This organisation practises open, honest communication and shares information 38 63 
 

 

100  

48. People in other departments are skilled and competent to do their jobs 25 75 
 

 

100  

46. I believe that this organisation delivers a high quality service to its members 25 75 
 

 

100  

Lowlights 

2019 
Overall 
Positive 
% 

Traffic 
Light 

33. This organisation provides people with good prospects for promotion or advancement 25 50 25 
 

 

25  

40. My health suffers because of the demands of my job 13 25 38 25 
 

 

38  

42. I am paid fairly for the contribution I make in my job 25 25 25 25 
 

 

50  

39. My workload is excessive and prevents me doing a good job 25 25 25 13 13 
 

 

50  

29. It is common practice for experienced colleagues to coach and mentor new starters 13 38 25 25 
 

 

50  
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Highest and Lowest Relative to Last Time 

Key 
 

  

Strongly 
Positive Positive Neutral Negative Strongly 

Negative 

 
  

 

 

  
Difference of +5 or 

more 
Difference of -5 or 

more 

Difference to 

Highest relative to last time 

2019 
Overall 
Positive 
% 

Traffic 
Light 

Last 
Time 

22. High standards of performance are expected of all employees 38 63 
 

 

100  +50 

47. I receive a good service from other departments in the organisation 13 88 
 

 

100  +42 

28. This organisation practises open, honest communication and shares information 38 63 
 

 

100  +42 

46. I believe that this organisation delivers a high quality service to its members 25 75 
 

 

100  +33 

9. The leadership group creates a compelling vision 25 63 13 
 

 

88  +29 

Lowest relative to last time 

2019 
Overall 
Positive 
% 

Traffic 
Light 

Last 
Time 

13. My manager helps foster a good spirit within the team 63 25 13 
 

 

63  -29 

40. My health suffers because of the demands of my job 13 25 38 25 
 

 

38  -29 

63. The work that I do gives me a feeling of personal achievement 38 25 25 13 
 

 

63  -21 

66. I am proud to tell people that I work for this organisation 25 38 38 
 

 

63  -21 

20. My manager emphasises the positives when reviewing my performance 63 13 13 13 
 

 

75  -17 
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Highest and Lowest Relative to the Third Sector Benchmark Median 

Key 
 

  

Strongly 
Positive Positive Neutral Negative Strongly 

Negative 

 
  

 

 

  
Difference of +5 or 

more 
Difference of -5 or 

more 

Difference to 

Highest Relative to Third Sector Benchmark Median 

2019 
Overall 
Positive 
% 

Traffic 
Light 

Third 
Sector 
Benchmark 
Median 

28. This organisation practises open, honest communication and shares information 38 63 
 

 

100  +45 

47. I receive a good service from other departments in the organisation 13 88 
 

 

100  +41 

45. This organisation offers a good benefits package (holiday, sick pay, pension etc.) 25 75 
 

 

100  +39 

41. I am worried about job security with this organisation 50 25 13 13 
 

 

75  +38 

32. This organisation helps me acquire skills and knowledge that will benefit my future career 38 63 
 

 

100  +35 

Lowest Relative to Third Sector Benchmark Median 

2019 
Overall 
Positive 
% 

Traffic 
Light 

Third 
Sector 
Benchmark 
Median 

66. I am proud to tell people that I work for this organisation 25 38 38 
 

 

63  -22 

70. I would like to still be working for this organisation in 12 months’ time 25 25 25 13 13 
 

 

50  -22 

63. The work that I do gives me a feeling of personal achievement 38 25 25 13 
 

 

63  -21 

40. My health suffers because of the demands of my job 13 25 38 25 
 

 

38  -20 

1. Colleagues trust and respect each other 13 50 38 
 

 

63  -14 
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Topic Summary 

Key 
 

  

Strongly 
Positive Positive Neutral Negative Strongly 

Negative 

 
  

 

 

 
2019 
Overall 
Positive 
% 

Traffic 
Light 

Last 
Time 

Third 
Sector 
Benchmark 
Median 

Colleagues 16 63 16 6 
 

 

78  +1 -3 

Communication 31 50 6 9 3 
 

 

81  +10 +17 

Employee Wellbeing 38 34 19 6 3 
 

 

72  -3 +13 

Engagement 33 40 18 8 3 
 

 

73  -4 -6 

Leadership 29 45 16 7 4 
 

 

73  +8 +17 

Learning and Development 23 48 20 10 
 

 

70  -1 +18 

Management 63 17 13 8 
 

 

79  -1 0 

Performance Management 36 45 14 4 2 
 

 

80  +8 +5 

Reward 25 47 16 13 
 

 

72  +9 +23 

Role 38 44 8 10 
 

 

82  -4 +2 

Service 25 69 3 3 
 

 

94  +25 +31 

Values 36 50 9 5 
 

 

86  +10 +14 
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All Questions 

Key 

Key   Key factor for employee engagement 
 

  

Strongly 
Positive Positive Neutral Negative Strongly 

Negative 

 
  

 

 

 Colleagues 

2019 
Overall 
Positive 
% 

Traffic 
Light 

Last 
Time 

Third 
Sector 
Benchmark 
Median 

  Colleagues 16 63 16 6 
 

 

78  +1 -3 

  3. I work with skilled, competent people who are good at their jobs 13 75 13 
 

 

88  +21 +4 

  2. I receive support and encouragement from colleagues at work 25 63 13 
 

 

88  +4 +2 

Key 
 

4. Colleagues collaborate on work rather than operate in silos 13 63 25 
 

 

75  -8 - 

  1. Colleagues trust and respect each other 13 50 38 
 

 

63  -13 -14 
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Key 

Key   Key factor for employee engagement 
 

  

Strongly 
Positive Positive Neutral Negative Strongly 

Negative 

 
  

 

 

 Communication 

2019 
Overall 
Positive 
% 

Traffic 
Light 

Last 
Time 

Third 
Sector 
Benchmark 
Median 

  Communication 31 50 6 9 3 
 

 

81  +10 +17 

  
28. This organisation practises open, honest communication and 
shares information 

38 63 
 

 

100  +42 +45 

  
25. I am kept informed of what is happening elsewhere in the 
organisation 

38 50 13 
 

 

88  +4 +23 

Key 
 

27. My ideas and opinions are given serious consideration 25 50 13 13 
 

 

75  +8 +11 

  26. I am not afraid to openly express my ideas and opinions 25 38 13 13 13 
 

 

63  -13 -12 
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Key 

Key   Key factor for employee engagement 
 

  

Strongly 
Positive Positive Neutral Negative Strongly 

Negative 

 
  

 

 

 Employee Wellbeing 

2019 
Overall 
Positive 
% 

Traffic 
Light 

Last 
Time 

Third 
Sector 
Benchmark 
Median 

  Employee Wellbeing 38 34 19 6 3 
 

 

72  -3 +13 

Key 
 

36. I am treated with fairness, respect and dignity at work 50 38 13 
 

 

88  +4 +9 

Key 
 

35. This organisation gives a high priority to employee welfare and 
health & safety 

63 25 13 
 

 

88  -4 +27 

  34. This organisation cares about its employees 50 38 13 
 

 

88  -4 +29 

  41. I am worried about job security with this organisation 50 25 13 13 
 

 

75  +25 +38 

Key 
 

37. I am able to achieve a good work life balance 25 50 13 13 
 

 

75  0 +7 

  38. I feel supported in managing my working hours and workload 25 50 25 
 

 

75  -8 - 

  39. My workload is excessive and prevents me doing a good job 25 25 25 13 13 
 

 

50  -8 +3 

  40. My health suffers because of the demands of my job 13 25 38 25 
 

 

38  -29 -20 
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Key 
 

  

Strongly 
Positive Positive Neutral Negative Strongly 

Negative 

 
  

 

 

Engagement 

2019 
Overall 
Positive 
% 

Traffic 
Light 

Last 
Time 

Third 
Sector 
Benchmark 
Median 

Engagement 33 40 18 8 3 
 

 

73  -4 -6 

68. I would willingly put in extra effort in order to help the organisation 50 38 13 
 

 

88  -4 -1 

67. I would recommend this organisation as a good place to work 50 38 13 
 

 

88  +13 +13 

69. I feel a strong sense of identification with this organisation 13 63 13 13 
 

 

75  +8 +3 

66. I am proud to tell people that I work for this organisation 25 38 38 
 

 

63  -21 -22 

70. I would like to still be working for this organisation in 12 months’ time 25 25 25 13 13 
 

 

50  -17 -22 
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Key 

Key   Key factor for employee engagement 
 

  

Strongly 
Positive Positive Neutral Negative Strongly 

Negative 

 
  

 

 

 Leadership 

2019 
Overall 
Positive 
% 

Traffic 
Light 

Last 
Time 

Third 
Sector 
Benchmark 
Median 

  Leadership 29 45 16 7 4 
 

 

73  +8 +17 

  9. The leadership group creates a compelling vision 25 63 13 
 

 

88  +29 +32 

  
8. I believe that the leadership group are taking us in the right 
direction 

25 50 25 
 

 

75  +8 +17 

Key 
 

7. I trust and respect the leadership group in this organisation 38 38 25 
 

 

75  +8 +12 

  
6. I believe that the leadership group will act on the results of this 
survey 

25 50 13 13 
 

 

75  +8 +20 

Key 
 

5. I am confident that the leadership group is able to make the 
organisation successful 

25 50 13 13 
 

 

75  0 +4 

  
11. The leadership group is in touch with the views and opinions of 
staff 

38 25 25 13 
 

 

63  +4 +21 

Key 
 

10. The leadership group leads by example 25 38 25 13 
 

 

63  -4 +15 

Respondents were given the following guidance: By leadership group we mean: CEO and Managers. 
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Key 

Key   Key factor for employee engagement 
 

  

Strongly 
Positive Positive Neutral Negative Strongly 

Negative 

 
  

 

 

 Management 

2019 
Overall 
Positive 
% 

Traffic 
Light 

Last 
Time 

Third 
Sector 
Benchmark 
Median 

  Management 63 17 13 8 
 

 

79  -1 0 

Key 
 

17. My manager trusts and respects me 63 25 13 
 

 

88  +13 +6 

Key 
 

12. I trust and respect my manager 63 25 13 
 

 

88  -4 +5 

Key 
 

16. My manager seeks my input and involves me where appropriate 63 25 13 
 

 

88  +21 +6 

Key 
 

14. My manager inspires me to do my best 63 13 25 
 

 

75  -8 0 

Key 
 

15. My manager is open to new ideas and suggestions 63 13 25 
 

 

75  0 -6 

Key 
 

13. My manager helps foster a good spirit within the team 63 25 13 
 

 

63  -29 -12 
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Key 

Key   Key factor for employee engagement 
 

  

Strongly 
Positive Positive Neutral Negative Strongly 

Negative 

 
  

 

 

 Performance Management 

2019 
Overall 
Positive 
% 

Traffic 
Light 

Last 
Time 

Third 
Sector 
Benchmark 
Median 

  Performance Management 36 45 14 4 2 
 

 

80  +8 +5 

Key 
 

21. I understand the performance standards that are expected of me 50 50 
 

 

100  +8 +8 

  
23. The judgements made about my performance are fair and 
unbiased 

13 88 
 

 

100  +17 +25 

  22. High standards of performance are expected of all employees 38 63 
 

 

100  +50 +17 

Key 
 

24. I receive regular feedback and thanks for doing good work 38 38 13 13 
 

 

75  0 +6 

Key 
 

20. My manager emphasises the positives when reviewing my 
performance 

63 13 13 13 
 

 

75  -17 -5 

  
18. I receive regular, timely feedback that helps me improve my 
performance 

25 38 38 
 

 

63  +4 -4 

  
19. My manager takes prompt action if people's performance falls 
below acceptable standards 

25 25 38 13 
 

 

50  -8 -12 
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Key 

Key   Key factor for employee engagement 
 

  

Strongly 
Positive Positive Neutral Negative Strongly 

Negative 

 
  

 

 

 Reward 

2019 
Overall 
Positive 
% 

Traffic 
Light 

Last 
Time 

Third 
Sector 
Benchmark 
Median 

  Reward 25 47 16 13 
 

 

72  +9 +23 

  
45. This organisation offers a good benefits package (holiday, sick 
pay, pension etc.) 

25 75 
 

 

100  +25 +39 

Key 
 

44. My pay is competitive compared with other similar organisations 25 50 13 13 
 

 

75  +25 +33 

  
43. I am paid fairly in comparison with others in the organisation 
doing similar work 

25 38 25 13 
 

 

63  +4 +19 

Key 
 

42. I am paid fairly for the contribution I make in my job 25 25 25 25 
 

 

50  -17 +1 
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Key 

Key   Key factor for employee engagement 
 

  

Strongly 
Positive Positive Neutral Negative Strongly 

Negative 

 
  

 

 

 Role 

2019 
Overall 
Positive 
% 

Traffic 
Light 

Last 
Time 

Third 
Sector 
Benchmark 
Median 

  Role 38 44 8 10 
 

 

82  -4 +2 

  60. I am clear about the objectives I need to achieve 50 50 
 

 

100  +8 +15 

Key 
 

64. I feel that my work contributes to the organisation's performance 38 50 13 
 

 

88  +4 - 

  65. I am able to work flexibly when appropriate 63 25 13 
 

 

88  - +2 

Key 
 

62. I understand the organisation's immediate priorities and where 
the organisation is going 

38 50 13 
 

 

88  -4 +17 

  
61. I am familiar with organisation policies and procedures which 
affect me 

25 63 13 
 

 

88  +13 -1 

Key 
 

57. I am given the training necessary for me to do my job effectively 25 50 13 13 
 

 

75  -8 +5 

Key 
 

58. I am provided with the support and tools necessary to do my job 
effectively 

25 50 13 13 
 

 

75  -17 +4 

Key 
 

59. My job is well defined and my accountabilities are clear 38 38 25 
 

 

75  -8 -3 

Key 
 

63. The work that I do gives me a feeling of personal achievement 38 25 25 13 
 

 

63  -21 -21 
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Key 

Key   Key factor for employee engagement 
 

  

Strongly 
Positive Positive Neutral Negative Strongly 

Negative 

 
  

 

 

 Service 

2019 
Overall 
Positive 
% 

Traffic 
Light 

Last 
Time 

Third 
Sector 
Benchmark 
Median 

  Service 25 69 3 3 
 

 

94  +25 +31 

  48. People in other departments are skilled and competent to do their jobs 25 75 
 

 

100  +17 +34 

  47. I receive a good service from other departments in the organisation 13 88 
 

 

100  +42 +41 

  46. I believe that this organisation delivers a high quality service to its members 25 75 
 

 

100  +33 +15 

  49. Our services are delivered in a cost-effective way 38 38 13 13 
 

 

75  +8 +35 

  



  

 19 

    

Key 

Key   Key factor for employee engagement 
 

  

Strongly 
Positive Positive Neutral Negative Strongly 

Negative 

 
  

 

 

 Values 

2019 
Overall 
Positive 
% 

Traffic 
Light 

Last 
Time 

Third 
Sector 
Benchmark 
Median 

  Values 36 50 9 5 
 

 

86  +10 +14 

Key 
 

55. This organisation values diversity 50 50 
 

 

100  +8 +19 

  
53. This organisation has strong values and operates to high ethical 
standards 

38 63 
 

 

100  +25 +21 

  
54. People here are treated equally irrespective of ethnicity, gender, 
disability, age, sexual orientation or religion 

63 25 13 
 

 

88  +4 +6 

Key 
 

52. I see this organisation's values being acted out in practice 25 63 13 
 

 

88  +4 +16 

Key 
 

51. This organisation would forgive an honest mistake on my part 38 50 13 
 

 

88  +4 +17 

  50. People in this organisation have a shared sense of purpose 25 50 13 13 
 

 

75  +8 +4 

  
56. People within the organisation consistently treat each other with 
respect and dignity 

13 50 25 13 
 

 

63  +13 - 
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Key Factors  

A question is identified as a key factor for employee engagement if the level of correlation with the employee engagement index is 0.6 or more. 

Comparison to last time 

This report compares the 2019 survey results with the 2018 Staff Engagement Survey results. 

Benchmarking 

1. Third Sector Benchmark median - The median score amongst the Third Sector organisations 

The Third Sector Benchmark median figures are based on data collected within the last 2 years from the following 61 organisations: 

Active Prospects, Advertising Standards Authority, Alzheimer's Society, Aquarius, Battersea Dogs and Cats Home, Bioversity International, Blind Veterans, British Heart 
Foundation, Brunelcare, Cats Protection, Certitude, CHAS (Children's Hospice Association Scotland), CIFOR, Coverage Care Services Ltd, Crisis, Diabetes UK, Dimensions, 
Disabilities Trust, Discovery, Epilepsy Society, Greensleeves, Hospice UK, IFAD, IUCN (International for Conservation of Nature), Jewish Care, MacIntyre, Marie Curie, Mary Hare 
School, Masonic Charitable Foundation, Milestones Trust, MS Society, NACRO, National Deaf Children's Society, National Trust for Scotland, NCVO, NFER, Oil & Gas UK, 
Prostate Cancer UK, Ramblers, RAPt, Real Life Options, Refugee Council, Relief International, Rethink Mental Illness, Richmond Fellowship, Royal Hospital Chelsea, Royal 
Masonic Benevolent Institution, Royal Star and Garter, RSPCA, Shelter, St Anne's Community Services , Step change debt charity, UNESCO, UNHCR, UNICEF, United Nations 
Population Fund (UNFPA), United Response, Universities UK, UnLtd, World Fish, YoungMinds. 
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Introduction 

This Report 

This report presents the results from the Chwarae Teg Employee Survey 2019 for the whole organisation. 

Survey 

The survey was undertaken between 21st February 2019 and 8th March 2019. 

Response rate 

86 people responded to the survey out of a possible total of 89, a response rate of 97%. 

Results 

The report uses 5 key measures: 

 Strongly Positive percentage (%) figures: are calculated as % Strongly Agree for positively phrased questions and % Strongly Disagree for negatively phrased questions 
 Positive percentage (%) figures: are calculated as % Agree for positively phrased questions and % Disagree for negatively phrased questions 
 Neutral percentage (%) figures: are calculated as % Neither Agree nor Disagree 
 Negative percentage (%) figures: are calculated as % Disagree for positively phrased questions and % Agree for negatively phrased questions 
 Strongly Negative percentage (%) figures: are calculated as % Strongly Disagree for positively phrased questions and % Strongly Agree for negatively phrased 

questions. 

Results are presented as whole numbers for ease of reading. Therefore in some instances, results may not total 100%. 

The report also uses the measure '2019 Overall Positive %'. This is calculated as % Strongly Positive + % Positive. 

The report also uses the measure 'Overall Negative %'. This is calculated as % Strongly Negative + % Negative. 

Traffic Light Scoring 

Scores for the 2019 survey results are given a traffic light rating, based on the following. 

 

70% or more of respondents Overall Positive and less than 20% of respondents Overall Negative 

 

Between 50 - 70% of respondents Overall Positive and less than 20% Overall Negative 

 

Less than 50% of respondents Overall Positive or 20% - 30% of respondents Overall Negative 

 

30% or more of respondents Overall Negative 

  



1

Rhodri Packman

 
 

From:   Nia Milcoy  
Sent:   19 December 2019 10:27 
To:   Rhodri Packman  
Subject:  Cambrian Pet Foods mentoring support 
 
Hi Rhodri,  
 
Thanks for the mentoring support you gave me on our E&D approach; I really enjoyed the four sessions we had and 
gained a lot from it.  
 
I look forward to working with you in the new year to implement the coaching and mentoring scheme here. 
 
Catch up soon, and have a fab Christmas. 
 
Many Thanks  

 
Nia  
 
 
Nia Milcoy 
HR Manager 
Tel: +44 (0) 1550 777262
Fax:+44 (0) 1550 777260
 

Cambrian Pet Foods Limited 
Tywi Valley Food Park 
Station Road 
Llangadog 
Carmarthenshire 
SA19 9LY 

 

This e-mail and any attachments are confidential and intended for the named recipient Rhodri.Packman@chwaraeteg.com only. The content may 
contain privileged information. If you are not Rhodri.Packman@chwaraeteg.com you should not disseminate, distribute or copy this e-mail. Please 
notify N.Milcoy@cambrianpet.co.uk immediately by e-mail if you have received this e-mail by mistake and delete this e-mail from your system. 
Any content that is not pertinent to Cambrian Pet Foods Limited business is personal to the author N.Milcoy@cambrianpet.co.uk and is not 
necessarily the view of Cambrian Pet Foods Limited. Cambrian Pet Foods Limited accepts no responsibility once an e-mail/any attachments leave 
us.    
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Rhodri Packman

 

 
From:  Amie Howell
Sent:  16 April 2020 15:46 
To:  All-Staff 
Subject:  Please share your thoughts | Lunch & Learns 
 
Hi All - I hope you’re all doing ok in these strange times.  
 
We’ve had some great virtual coffee mornings and pub quizzes lately – it’s been great to have the opportunity to 
catch up with the team.  
 
Jo and I were talking yesterday and we’d love to get the Lunch & Learns back up and running (virtually for now). I 
hear that these used to be really popular! I also understand that some of you may already have a topic or two that 
you’d like to explore/deliver through a Lunch & Learn session. We are keen to get these up and running again as 
informal coaching sessions. One person will take the lead and maybe use the time to coach in an aspect of their 
work and their knowledge that the rest of us could learn from.  
 
I’d love to hear your thoughts and would be grateful for your suggestions: 
 

- What topics would you like to see at a Lunch & Learn 
- Is there a topic that you’d like to deliver at a Lunch & Learn (It’s a great opportunity to develop your virtual 

delivery skills! ) 
- Can we set up a list then to follow up who wants coaching on a 1 2 1 basis after the initial session? 

 
 Please can you let me have your thoughts and ideas by the end of next week? If we have enough interest, I’ll start 
scheduling in some sessions.  

 
Many thanks 
Amie  
 
Amie Howell 
People & Recruitment Partner / Partner Pobl & Recriwtio 
Mobile/ Symudol: 07852 966 151 
 

At Chwarae Teg we work flexibly – so whilst it suits me to email now, I do not expect a response or action outside of your 
own working hours. 
Rydym yn gweithio'n hyblyg yn Chwarae Teg – felly, er ei fod yn addas i mi e-bostio nawr, nid wyf yn disgwyl ymateb na 
gweithred y tu allan i'ch oriau gwaith eich hun. 

EV6



 
 

1 
 

  

Notes for use: 

The Achieve sheet is to be completed in advance of and in preparation for your quarterly Achieve meeting with your line manager. Please 
update your Achieve sheet during and following your Achieve meeting, as required, and send the final version to your manager following the 
meeting. 

Key: 

1 – Objectives and outcomes - Please use this table to list your objectives for the quarter and outcomes against your objectives. Objectives 
should be linked to Chwarae Teg’s Strategic Objectives and DNA (see next page). 

NB. The number of rows in Table 1 is just a guide. Rows can be added to and expanded as required.  

At the end of the Achieve quarter and in preparation for your next Achieve meeting: Please update the outcomes column to reflect your 
performance against the objectives. Please send your completed sheet, including outcomes, to your manager as well as your new Achieve 
sheet in preparation for your next Achieve meeting. 

2 - Other objectives and outcomes  – for team, for me, for Chwarae Teg - This table is for objectives not listed in table 1. Again, objectives 
should be linked to Chwarae Teg’s Strategic Objectives and DNA (see next page). 

For my team (objectives for your team members – e.g. staff that you line manage); For me (any personal objectives, development, CPD) and; 
For Chwarae Teg (any objectives for the wider business, not already captured).  

3 – Feedback and reflection on performance and behaviour – this section should be completed by both employee and manager. It should 
summarise the conversation during the Achieve meeting around performance and behaviour during the Achieve quarter, including highlights 
and development areas. It also includes a section for 360 degree feedback from key stakeholders (e.g. colleagues/ clients). Please refer to 
guidance note on 360 degree feedback for information on the 360 degree feedback process. 
 
4 – Looking forward - career and development - Please use this section to summarise your career conversation with your manager. Where 
training/ development needs are identified, please complete a training request form in conjunction with your manager and send to HR. 
 

Achieve Sheet 
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As above, please link your Achieve Objectives and outcomes to Chwarae Teg’s Strategic Objectives and DNA: 

 

Our Strategic Objectives: 

 

 

  

  

 

Our DNA: 

 

 

 

 

 

 

 

 

We are ambitious – as individuals, as an organisation and for those we work with.   

We are pioneers – we build and use our expertise to make Chwarae Teg and our partners 
more successful. 

We are dynamic and resilient – we are impatient for change and we don’t take no for an 

answer! 

We are one united team – we help and challenge each other to do the best job possible. 

We are innovative – we have fun being creative in getting results. 

 



 
 

3 
 

 

 

 

1 – Objectives and outcomes: 

Link to 
organisational 
objectives and/ 
or DNA  

Objectives to be achieved this quarter 
 
Should be SMART: 
Specific, Measurable, Achievable, Realistic, Time-
bound 
 

Timeline and 
deadlines 

Outcomes against objectives set 
 
Please complete column and re-send Achieve sheet to 
manager ahead of next Achieve quarter. Please highlight 
outcomes in code RAG – Red - not met; Amber (Yellow) - 
in progress; Green -complete 
 

CT - Women in 
the economy 
 
AN2 – Improving 
recruitment, 
retention and 
progression of 
women working 
in Wales 

1. Contribute to the overall programme targets for 
sustainability, Fair Play Employer Award and Working 
Differently by: 

a) Supporting clients to source and implement compliant 
and best practice policies. 

b) Maintain accurate records on CRM to monitor 
progress of achievement of outcomes. 

c) Update SharePoint to evidence interventions and 
advice provided and new ways of working. 

d) Individual targets for this quarter: 

Sustainability 2 

FPE 4 

Impacts  Min of 2 per client that 
completes 

 

30/09/2019 a-c) Provide brief feedback. 
 
 
 
 
d) Names of clients claimed this quarter: 
 

Sustainability Happy Days Childcare 

FPE Noah’s Arc 

Impacts  Golden Manor 
Qualitek (x2) 
 

 

Name:  

Manager Name:  

 

 

 

Job Title: Business Partner Achieve Quarter Dates:  

from: July 2019  until: Sept 2019 
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CT - Women in 
the economy 
 
AN2 – Improving 
recruitment, 
retention and 
progression of 
women working 
in Wales 

3. Provide and evidence clients at implementation stage 
with ongoing support by: 

a) Encourage clients to access Regional Workshops to 
make best use of BP time. 

b) Producing an accurate and signed timesheet for all 
face to face and non-face to face work for the period. 

c) Uploading evidence of activities listed on the 
timesheet onto Share Point and reporting them on 
CRM. 

30/09/19 Brief feedback on a-c. 

 
 
2 - Other Objectives and Outcomes: 

 

Link to 
Organisational 
Objectives and 
DNA 

Outcomes to be achieved this quarter 
 
Should be SMART: 
Specific, Measurable, Achievable, Realistic, Time-
bound 
 

Timeline 
and 
deadlines 

Outcomes against objectives set 
 
Please complete column and re-send Achieve sheet to 
manager ahead of next Achieve quarter. Please highlight 
outcomes in code RAG – Red - not met; Amber (Yellow) - 
in progress; Green -complete 
 

For my team Support the delivery of regional workshops and/or 
webinars. 
 

30/09/2019 List the regional workshops and webinars delivered. 

For me 
(personal 
development, 
CPD, holiday 
etc.) 

Take part in Business Partner information sharing skype 
meetings. 
 
Take all leave for year by close of year entitlement  
 

30/03/2020 
 
 
31/03/2020 

 
 
 
x hours remaining. 

For CT (how 
else will I 
contribute to 
CT’s vision 

Continue to pass on any relevant information for 
commercial team  to Chris Yanez. Aim to refer 50% of all 
completers.  

30/09/2019 List clients referred to Chris. 
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4 – Looking forward - career and development: 
 
Please use this section to summarise your career conversation with your manager. Where training/ development needs are identified, please 
complete a training request form in conjunction with your manager and send to HR. 
 
Discussed Outcomes and next steps Details of training/ 

development required 
Outcome/progress to date 

The Business Programme need to increase 
the availability of workshops available via 
webinar. All BPs must contribute to the 
delivery of webinars in order to; improve 
capacity within the team; improve our ability 
to cover for each other during periods of 
leave; and to improve client engagement and 
access to the programme. 

Book in a shadowing 
opportunity. 
Book in a practice session 
with Gemma. 

Improve knowledge of webinar 
system. 
Become familiar with the webinar 
version of the workshop content. 

Delivered 1 practice session. 
Delivered 1 live session. 
 

Identify opportunities to confirm/enhance 
own understanding/knowledge in areas 
relating to the Business Programme. 

Take ownership of own CPD 
and feedback to team and/or 
SBP. 
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CT - Women in 
the economy 
 
AN2 – Improving 
recruitment, 
retention and 
progression of 
women working 
in Wales 

2. Complete clients listed by quarter end: 
a) Producing an accurate and signed timesheet for all 

face to face and non-face to face work for the period. 
b) Uploading evidence of activities listed on the 

timesheet onto Share Point and reporting them on 
CRM. 

c) Encourage clients to access Regional Workshops to 
make best use of BP time. 

d) Update the Activities on CRM to allow accurate 
monitoring of progress against this target. 

30/09/2019 a-e) Provide brief feedback. 
 

Number of clients on implementation: 

Start of quarter End of quarter 

37  

 

Clients due to complete this quarter: 

Prescott Jones Ltd 
Centre for Alternative Technology Charity Ltd 
Wright's Food Emporium 
Browns Hotel Ltd 
WBV Ltd 
Hutchinson Thomas 
M & D Care Limited 
Resolven Building Blocks 
Dechrau Disglair Limited 
Ashdale Care Limited 
Meithrinfa'r Enfys 
Cymdeithas Tafarn Sinc Ltd 
Lynnefield Care Home 
H B Training Wales Ltd 
Davies (Implements) Limited 
Castle Hot Tubs Limited 
Cymru Agricultural and Rural Advice Ltd 
Smart Dough Limited TA Hafod Bakery 
Safe Haven Care Limited TA Apley Lodge 
Noah's Ark Nursery (Pembrokeshire) Limited 
Cambrian Pet Foods Limited 
L M Griffiths & Co Limited 

 

Clients disengaged this quarter: 

 

 

Clients due to finish this quarter: 
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3 – Reflection on Performance and Behaviour: 
 
Please choose at least 2 key stakeholders to request 360 degree feedback from, as determined with your manager. Please attach all feedback 
to your Achieve sheet. 
 
Summary of feedback: 
Feedback from: (name) I should stop… I should start… I should continue… 
    

    

 
Employee:  
My highlights this quarter  
 

My development areas: 
 

 
Manager: 
Employee highlights this quarter  
 

Employee development areas: 
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Rhodri Packman

 
 
 

From:  Chris Yanez   
Sent:  01 April 2020 09:21 
To:  Business Team; Hayley Dunne 
Subject:  Tomorrows team meeting – coaching! 

 

Hi all 

 

I know tomorrow was originally an all-day face to face meeting and we changed this to a two hour Skype.  I have 
however decided I would like to do an even shorter skype meeting of an hour but do them fairly regularly.  I would 
like to do shorter skype meetings fortnightly aiming to last no more than an hour.  I also do not intend to be the only 
one hosting the meetings so you don’t get bored of dulcet tones   Every fortnight I will ask one of you to co-host 
with me on a different subject; I want this to be a mini in-team coaching session on a particular topic that you are 
great at delivering or have in-depth knowledge of.   

 

This week will be the Chris show so don’t worry, you will have plenty of time for a heads up if I would like you to co-
host.  I will also be inviting different people into the meeting. 

 

I think this would be much better way of getting regular messages across and keeping the communication rolling at 
times when we are physically working apart. It will also up skill us all and can lead to some informal coaching and 
mentoring between the more experienced HR professionals in the team and the business consultants..we can cross 
pollinate!  

 

Tomorrows meeting will be 10am until 11am.  No prep required.  See you there! 

 

Chris 

 

Chris Yanez 
Business Programme Lead / Arweinydd Rhaglen Fusnes 
Mobile / Symudol: 07496 766843 

 

At Chwarae Teg we work flexibly – so whilst it suits me to email now, I do not expect a response or action outside of your 
own working hours. 
Rydym yn gweithio'n hyblyg yn Chwarae Teg – felly, er ei fod yn addas i mi e-bostio nawr, nid wyf yn disgwyl ymateb na 
gweithred y tu allan i'ch oriau gwaith eich hun.
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Cerys Furlong
CEO

Cardiff
50% AN2/ 50% CT

Hayley Dunne
Strategic Lead Delivery
Treforest
1 FTE
90% AN2/ 10% CT

Finance & 
Operations

Delivery Team

Natalie Griffiths
ILM & Training Lead
Treforest
1 FTE
100% AN2

Emma Tamplin
Collaboration Partner
Cardiff
0.8 FTE
10% AN2 / 90%  CT

Gemma Hughes
People & Recruitment 
Partner
Cardiff
1 FTE
100% AN2

Helen Prosser
Administration Partner
Treforest
1 FTE
100% AN2

Katherine Evans
Co-ordinating Partner 
Cardiff
0.5 FTE
100% AN2

Eve Jones
Training & Events Partner
Treforest
0.8 FTE
100% AN2

Claire John
ILM Coordinating 
Partner
1 FTE
100% AN2

Joanna Moorman
ILM & Training Partner
Treforest
1 FTE
100% AN2

Jennifer Moreton (On 
Maternity Leave)
Finance Lead
Cardiff
0.7 FTE
90% AN2 / 10% CT

Kathryn-Anne Chivers
Quality & Process 
Improvement Partner
Treforest
1 FTE
100% AN2

Clare Harries
Quality & Process 
Improvement Partner
Treforest
1 FTE
100% AN2

Leanne Bibby
Quality & Process 
Improvement Lead
Llanelli
1 FTE
100% AN2

Hade Turkman Gale
Research Partner
1 FTE
10% AN2 / 90% CT

Natasha Davies 
Policy & Research Lead
Cardiff
1 FTE
15% AN2 / 85% CT

Emma Richards
Womens Lead 
Treforest
1 FTE
100% AN2

Laura McKeown
Co-ordinating Partner
Treforest
0.6 FTE
100% AN2

Bob Hicks
Buisness Partner
Treforest
0.6 FTE
100% AN2

Gemma Littlejohns
Senior Business Partner
Llanelli
1 FTE
100% AN2

Caroline Mathias
Client Partner
Home based 
1 FTE
100% AN2

Mair Rowlands
Co-ordinating Partner
Colwyn Bay
1 FTE
100% AN2

Karen Neill
Learning Development 
Partner
1 FTE
100% AN2

Rina Evans
Senior Delivery Partner
Llanelli
1 FTE

100% AN2

Cara Saunders 
Career Development Partner

1 FTE
100% AN2

Dinah Griffiths
Learning Development 
Partner
1 FTE
100% AN2

VACANT – Julie Stenlake 
wef 02/01/19
Procurement Partner 
0.6 FTE
100% AN2

Julie-Anne Parry
ILM & Training Partner
Colwyn Bay
1 FTE
100% AN2

Hayley Hughes
Finance Lead (Maternity 
Cover) / AN2 Finance 
Partner
Cardiff 
Total 1 FTE
100% AN2

Jennie Foray
Marketing Partner
1 FTE
100% AN2

Helen Dudgeon
Marketing Lead
1 FTE
80% AN2 / 20% CT

Stephanie Griffiths
Engagement Lead (on 
Maternity Leave)
1 FTE
100% AN2

Lisa Starbuck 
Engagement Partner
1 FTE
100% AN2

Alice Eades
Marketing Partner 
Events
1 FTE
100% AN2

Belen Ortiz
Coordinating Partner
Cardiff
1 FTE
100% AN2

Jo Fitzpatrick
People Lead
Cardiff
1 FTE
90% AN2 / 10% CT

Penny Gregory

Senior Delivery Partner

1 FTE
100% AN2

Jennifer Elsworth
Senior ICT & Facilities  
Partner
Treforest
1 FTE
100% AN2

Chris Yanez
Business Lead
Cardiff
95% AN2 / 5% CT
1 FTE

Diane Howard
Engagement Partner
Colwyn Bay
1 FTE
100% AN2

David Swarts
Governance & CRM Lead
Cardiff
1 FTE
80% AN2 / 20% CT

Elizabeth East
ILM & Training Partner 
(Internal Secondment)
1 FTE
100% AN2

Rhian Walstow
Learning Development  
Partner
1 FTE
100% AN2

Mandy Westcott
ILM & Training Partner
1 FTE
100% AN2

Andrea Garrett
Learning Development 
Partner
1 FTE
100% AN2

Rhodri Packman
Business Partner
Llanelli
1 FTE
100% AN2

Bianca Rees
ILM Administrator 
1 FTE
Llanelli 
100% AN2

Margaret Edwards
Engagement Lead 
(Maternity Cover)
1 FTE
100% AN2

Kathryn Foot
Learning Development  
Partner
1 FTE
100% AN2

Bethan Baldwin
Learning Development  
Partner
1 FTE
100% AN2

Date: 10th December 2019
Headcount: 83
Total FTE: 77.2 

Eleanor Leyshon
Engagement Partner
1 FTE
100% AN2

Women's Team

Employer's Team

Polly Winn
Policy & Communications 
Partner
1 FTE
10% AN2 / 90% CT

Rachel Wilson
Engagement Partner
1 FTE
100% AN2

Helen Antoniazzi
Strategic Lead Policy & Communications 

1 FTE
50% AN2 / 50% CT

Liz Wilson
Strategic Head of Finance & Operations 

Lead
1 FTE

90% AN2 / 10% CT

Rhian Jones
Engagement Partner
1 FTE
100% AN2

Alexia Mei
Engagement Admin 
Partner
1 FTE
100% AN2

Julia Matthews
Learning Development 
Partner
1 FTE
100% AN2

Carolyn Isles
Learning Development 
Partner
1 FTE
100% AN2

Rebecca Vaughan
Career Development Partner

0.8 FTE
100% AN2

Janet Halliwell
Career Development Partner

0.8 FTE
100% AN2

Cheryl Royall
Career Development Partner

1 FTE
100% AN2

Bryony Wiffen 
Learning Development 
Partner

1 FTE
100% AN2

Helena Cannon
Career Development Partner

1 FTE
100% AN2

Angharad Brown
Learning Development 
Partner

1 FTE
100% AN2

Maddie Cameron 
Engagement Partner 
1 FTE
100% AN2

Laura Stutins
Career Development Partner

1 FTE
100% AN2

Helen Davies
Learning Development 
Partner

1 FTE
100% AN2

Laura Jones
Administration Partner
0.8 FTE

100% AN2

Aisha Warburton
Client Partner
North Wales
1 FTE
100% AN2

Julie Stenlake 
Procurement Partner 
0.6 FTE
100% AN2

Michaella Williams
ICT Partner
Treforest
1 FTE
100% AN2

Bethan Airey
Communications Partner
Colwyn Bay
0.6
100% AN2

Hannah Botes
Client Partner
South Wales
1 FTE
100% AN2

Carys Strong
Client Partner
South Wales
0.6 FTE
100% AN2

Leila Usmani
Equality Partner- FairPlay 
Service
0.8 FTE
100% Core

Alison Dacey
Employer Partner – 
FairPlay Project
100% CT
0.8 FTE

Jessica Hannagan-Jones
Business Development  
Partner
Cardiff
0.8
100% CT

Jody Crichton-Smith
AN2 Finance Partner
Cardiff
0.7 FTE
100% AN2

Amanda McNamara
Business Partner
1 FTE
100% AN2

Michelle Holland
Business Partner
0.8 FTE
100% AN2

Claire Foster
Client Partner
South Wales
1 FTE
100% AN2

Sian Davies
Career Development Partner
0.6 FTE
100% AN2

VACANCY
Finance & Operations 
Admin Partner 
1 FTE
100% AN2

VACANCY
Marketing Partner – 
Events & Materials
1 FTE
100% AN2
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Coaching and mentoring discussion in Chwarae Teg – meeting notes 24/01/2020 
Rhodri Packman 
Gemma Littlejohns 
 
 
 
How do we put it into practice? 
One approach is to set up different coaching teams for every department in CT? Can we do this in the 
business team? 
 
 
Role of HR 
HR and L&D departments have a central role to play in designing and managing coaching and 
mentoring within an organisation. The quality of coaching and the results it delivers depend on 
choosing appropriate coaches and mentors, managing relationships and evaluating success. 
HR and L&D practitioners need to understand when coaching and mentoring are appropriate and 
effective interventions in relation to other options.  
 
They also need to explore the relevance, appropriateness and credibility of any models (such as the 
GROW or COACH approaches) that are used. And they need to be clear on how to select appropriate 
external coaches and mentors by having a clear set of critiera to match the individual and 
organisational needs. 
 
1. Shadowing placement 
 
Spend at least half a day shadowing a colleague/ colleagues in another department(s): This is 
completely flexible and up to us all to arrange ourselves. You can choose to do one placement or 
more than one if you think it would be useful. The aim here is to better get to know our colleagues 
and what they do, build a network outside our own departments with people we don’t work with 
day to day and learn something new. All placements should be completed by end of February. 
 
Things to take into consideration when planning your shadowing include: 
 
- Location – where possible (although not mandatory) choose a placement in a different 
geographical area to where you’re usually based. This will also give you an opportunity to spend time 
in another office 
- Time and date availability and resource – find a time that works best for you, your team and 
the colleague(s) your shadowing, in line with workload etc. 
- What you want to get out of it? – make sure your objectives are clear and think about your 
return on investment 
- Development – ideally, you’ll want to pick a shadowing opportunity that will stretch/ develop 
you/ take you out of your comfort zone where possible  
- Knowledge sharing and reflection – how will your new knowledge improve things for you 
personally and your department? What will you share with the colleague(s) your shadowing that will 
help increase their understanding of you/ your job and improve the way you work together 
 
2. Buddy Scheme:  
 
Identify at least one Buddy outside your own department, who you can speak to regularly, meet up 
with and bounce ideas off, again with the aim of improving your network, breaking down silo 
working, sharing knowledge and ideas and personal development. You can of course have more than 
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one Buddy if you like! The Buddy Scheme will run for 5 months initially (Aug – end of Dec), with the 
opportunity to reflect on completion of that time and continue/ choose another buddy afterwards 
 
Consider: 
 
- Find a Buddy who you wouldn’t usually work with day to day 
- That said… it might be good to work with someone who you (and your department would) 
benefit in getting to know better and working closer together with 
- We’re all friends here, but don’t choose an existing buddy as a Buddy! Get to know someone 
new! 
- Location – where possible, choose someone in a different geographical area to where you’re 
usually based 
- Remits – how will your relationship work? How often will you meet up/ speak etc. – would 
recommend that we book sessions in, like we would meetings, in order to ensure they happen 
- What will you get out of your Buddy Scheme? Would advise that you discuss with your 
buddy what you would both like to get out of the opportunity  
 
 
Additional opportunity: 
 
3. Mentoring: 
 
We offer a mentoring programme externally  managed and co-ordinated by Mandy Everson), but we 
don’t do seem to do as much of it internally. We could change this, but need to gauge levels of 
interest first before designing and implementing an internal mentoring programme. 
 
There are lots of benefits of mentoring, which include: 
 
As a mentor: 
 
- Improve your knowledge of another area of the business 
- Build on your network 
- Have the satisfaction of knowing you’ve helped a colleague develop 
- Enhance your own skills as a mentor and add to your CV 
 
As a mentee: 
 
- Learn new skills 
- Improve your knowledge 
- Develop greater confidence 
- Build your network 
- Add to your CV 
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Rhodri Packman

 
 

 

From:  Rhodri Packman  
Sent:  31 January 2020 16:25 
To:  Gemma Littlejohns  
Subject:  RE: coaching and mentoring meeting 
 
Hi Gemma,  
 
Thanks for this. It’s really quite frustrating that we do a lot of work on coaching and mentoring with clients, but 
there seems such a blockage internally.  
 
As you suggest I will set up a meeting with the people lead and see if we can influence them to roll out the 
shadowing across all departments.  
 
Thanks 
 
Rhodri  
 
 
Rhodri Packman 
Business Partner / Partner Busnes 
Mobile / Symudol: 07852 966163 
 
 

 

From:   Gemma Littlejohns   
Sent:   31 January 2020 15:38 
To:   Rhodri Packman   
Subject:  Coaching and mentoring  
Attachments:      Meeting notes.docx 

Hi Rhodri 
 
Thanks for the meeting last week. I know it is part of your CIPD to look and mentoring and I agree with you that the 
whole organisation needs to be a lot more proactive.  
 
As we discussed I do a lot of informal learning with the whole team and this includes shadowing with new starters, 
learning from the experts we have in the team and doing mini coaching sessions in specific CRM or HR issues. It has 
been hard to get this rolled out across the organisation. I love the idea of shadowing and buddying across 
departments.  
 
We should bring this up with the people team. Can you arrange a meeting with Jo, with the notes you have made we 
might be able to get somewhere?  
 
Take care 
Gem 
 
Gemma Littlejohns Assoc CIPD 
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2.1 Promote the benefits of coaching/mentoring within the organisation, recognising and 

addressing the potential barriers. 

Within Chwarae Teg I carried out an exercise to promote coaching and mentoring to the employer 

forum. I produced an presentation and accompanying notes (Evidence 12) that outlined the 

approach the forum could take in raising with the senior management team. This was then 

presented to the forum members online (Evidence 13) and received feedback (Evidence 14).  

I wanted to approach it from a staff point of view – how I/employer forum could persuade people 

that it was a good thing to do and to highlight the barriers that many employees might think about 

when considering being a coach/mentor or being coached or mentored. Barriers that I addressed 

were: 

 Confidence – it is ok to ask for help 

 How to get manager buy in and build it into every achieve review  

 When could this be done? Did it have to be within core working hours 

 Why do it? Greater skills, knowledge, potential progression 

I also wanted to address what the next steps could be: 

 Internal marketing of a mentoring scheme – including a brochure 

 The need for a skills audit 

 Identifying individuals who were interested 

 Programme timescales 

 Measure of success 

 Developing a test programme  

 Training for managers 

I suggested that there should be an initial push to ‘train everybody’ (at least those that want to be 

involved) so this sends a signal that coaching/mentoring is a central part of the manager’s job and 

not something that can be delegated to anyone else (people team!) However I do recognise that 

sometimes the choice comes down to the functions within the organisation, the level of democracy, 

individualism or collectivism within Chwarae Teg, and sometimes it is a decision based on cost 

(Garvey et al, 2014) However, as mentioned, Chwarae Teg has an external mentoring programme 

run by coaching and mentoring professionals, that could turn their attention inwards for the greater 

good of the organisation.  

 

2.2 Contribute to the development of organisational coaching/mentoring processes. 

I revisited the CIPD profession map as I realised I need to be better at supporting managers by 

creating content with subject to meet learning needs. In practice this means the creation of tools 

and documents that can be followed by managers and employees.  

Following the promotional materials laid out before the employer forum I wanted to create some 

guidance materials that could be used internally at Chwarae Teg (should coaching and mentoring be 

taken up) but also to support external clients I work with.  

Firstly in working with a client on a range of equality and diversity related issues we discussed the 

impact that coaching and mentoring could have on their business. To this end we planned a focus 

groups, intended to explore how coaching and mentoring could work internally (Evidence 15). They 

key points from the focus group were: 



 Barriers – working hours, what is stopping progression and applying for higher graded roles. 

 Where would a coach/mentor come from? – The CIPD (2019) suggest this is a key discussion, 
as the quality of coaching and the results it delivers depend on choosing appropriate 
coaches and mentors, managing relationships and evaluating success. 

 How to choose a coach/mentor – working out an internal process for the selection of 
coach/mentor. Is this by skills, level of role? 

 What’s the best method of coach/coachee interaction? Do we make use of technology, set 
time aside in the working day?  

 To assist the client with this I created a support document (Evidence 16). The support document 

included:  

 An overview of coaching and mentoring 

 Ground rules 

 A draft contract 

 Feedback form 

 Evaluation form 

Clutterbuck et al (2016) sees ethics at the heart of the a coaching programme,  describing, ethical 

mentoring is a confidential learning relationship between peers, aimed at helping the mentee 

resolve ethical dilemmas. It is important for clients and Chwarae Teg to see coaching and mentoring 

as a professional activity, hence ground rules, an overview of ethical considerations, a proper 

contract drawn up and of course to gather feedback and to evaluate success or otherwise of the 

coaching/mentoring intervention.  

 

2.3 Support coaches/mentors to build and develop the knowledge, skills and behaviours 

required for the role. 

I worked with the client above to support them implement a coaching and mentoring programme. 

Following on from the focus group and once agreement had been reached on the benefits of the 

programme to the packing staff, we turned our attention inwards.  

Documentation was provided to enable me to work with the client on ensuring that the internal 

coaches had the skills necessary to ensure that coaching/mentoring was successful (Evidence 17).  

One of the key aims of this process was linking the models and the skills needed by the coaches back 

to why a coaching/mentoring programme was being introduced in the first place; namely to provide 

packers in the factory with the confidence and skills to be able to apply for supervisory positions. 

This was seen as a major issue internally, as progression was rarely taken up. Whilst mentoring and 

coaching is a good thing to do, it must meet certain SMART requirements and be beneficial to the 

business and not just to the individuals concerned. This was stressed at the meetings. 

Bennet (2006) identified that there are few, if any accepted, identifiable and distinct skills for 

coaches. This is why coaching models help to provide a framework for the coaching discussion, with 

the best known of them being GROW and OSCAR. Both models identify the skills needed for 

coaching/mentoring to deliver effective outcomes. Mentoring calls on the skills of questioning, 

listening, clarifying and reframing (CIPD, 2019) whilst coaching skills such as listening, asking 

questions, setting goals, observation, and giving feedback are also required (Connor and Pokora, 

2007).   



I provided the client with a copy of the GROW and Oscar models and worked with the HR manager 

to identify the in-house skillsets of the people identified as potential coaches. This was then 

delivered as a session to the coaches/mentors (Evidence 18).  

 

2.4 Assist potential coachees/ mentees to understand and participate fully in 

coaching/mentoring programmes. 

The support and information already provided focused on the role of the organisation (creating a 

culture of coaching/mentoring) and the role of mentor/coachee. However for the mentoring 

programme to be successful there is a huge onus on the selected coaches/mentees to fully 

participate in the programme.  

As mentoring is a mutual relationship, the mentee has an equally important role to that of the 

mentor (Paris, 2010). Indeed, mentees/coachees are partners in the relationship, not just receivers 

of skills and knowledge. 

In working with the client on their programme, time was taken to prepare information that would be 

useful to not only the HR manager, but also to the mentees themselves. I focused on ensuring that if 

selected the mentee would be willing to involve themselves in the process and maximise the 

opportunities to apply for future supervisory roles (hence meeting the business objectives).  

From a personal point of view, the mentee themselves needs to have an acknowledgement that they 

too are in a relationship with the coach and need skills and the right attitude to make it work. Bozer 

et al (2013) found that the coachee characteristics of learning goal orientation, pre-training 

motivation, feedback receptivity, and developmental self-efficacy are important predictors of 

coaching effectiveness.  With this in mind the information provided to the client/mentee focused on 

a number of issues: 

 Having access to GROW, OSCAR models to identify the process undertaken  

 Mentees and coachees should be willing to put in the same dedication as the coach and 
willingness to open up and be communicative (not reluctant (Clutterbuck et al, 2006)). 

 Have an open minded attitude and be curious to learn from your mentor or coach 

 Practice active listening and take feedback seriously 

 Dedicate time to do any self-learning and homework you might receive, as the mentor or 
coach shouldn’t be the ones to chase you for follow-up 

 Let yourself be vulnerable and don’t break the trust of your mentor or coach 

This information was fed back to the HR manager and presented to the mentees as part of a pre-

programme workshop (Evidence 18).  

 

2.5 Support the on-going evaluation and continuous improvement of the organisation’s 

coaching/mentoring programmes. 

Coaching is a complex intervention influenced by different factors such as the client’s attitude, 

coach’s skill, coach/client relationship (de Haan & Duckworth, 2012).  As with many other forms of 

learning and development, this makes measuring success or failure difficult to do.  

Bachrikova et al (2013) identified a number of outcome studies for the evaluation of coaching and 

mentoring programmes: 



1) Case studies – Can provide valuable descriptive data but do not allow generalised evaluations or 

the comparison of results between different coaching interventions. 

2) Within-subject outcome research allows comparison of the impact of coaching on a group of 

individuals. The group is assessed before and after the coaching interventions. This is a commonly 

used evaluation and can provide valuable quantitative data of change, but causation cannot be 

attributed only to coaching. 

3) Use of questionnaires - the questionnaire allows unique information to be elicited about the 

nature of changes that clients as the result of the programme related to their place of work and 

consequently showed improvements particularly to the aspect of self. 

Working with the client on determining what needed to be evaluated a number of areas were 

looked at. Firstly, if possible, all three process mentioned above should be used to measure 

effectiveness i.e. pre and post-programme measurements, a questionnaire at the end and written 

case studies.  Secondly the following questions would be asked in the evaluation process: 

 Client satisfaction with the process? 

 What elements of coaching in this programme have particularly contributed to positive 
outcomes?  Are the changes identified by the clients sustained over a longer period?  

 To what type of clients is this programme most suited?  

 What difference does the matching process make?  

 In what way can the changes identified by the client actually affect their performance and ability 
to apply for supervisory roles? 

 Number of roles applied for 

 Number of roles secured. 

This information was provided to the client prior to the start of the programme. AT the time of 

writing the mentoring programme had not been finalised. However, there is confirmation from the 

client that the monitoring is in place and will be carried out during and after the programme has 

finished (Evidence 19). 
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Exploring Mentoring

Employer forum 
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Understanding and Exploring Mentoring;

What would mentoring 
look like for you?

What could/has stop you? 

How could this help you 
long term?

How could we measure 
success?

What would be helpful? 

Any other thoughts?
Ie CV training/ Skills Audit

When could mentoring 
take place?

Next Steps



Interest in Mentoring, Key themes;         

Working towards a higher level within current occupation

Trying something new; Training within a pre determined occupational area

Discovering new options; What is out there? What would suit me?

“If I was in a position to 
follow someone and find 
out what I need to do to 
be doing that, That’d be 
something that would 

really interest me”



Prohibitive factors, Key themes;

Confidence

Qualifications

Cost

Buy in from  managers

“I’ve just never had the 
confidence to go down 

that road”



Mentoring styles, Key themes;

Upskilling

Shadowing and coaching

Taster sessions

“Have you got 
something for someone 
who doesn’t even know 
what they want to do?” 

Induction



Mentoring time, Key themes;

“I’ve come today with a 
bit of hope ”

Build it in every achieve outcome

Overcoming the fear of getting it wrong

We are in this together

Agile working in the evenings



Measuring success, Key themes;

Person achievement 

Financial/Promotion 

 Qualification - will CT pay for official coaching qualifications?

It is great to be a mentor/coach...looks great on the CV 



Next Steps;

Internal marketing 

promoting coaching/

mentoring

A skills audit Identify interested parties 

Collaborate a ‘brochure’ 
of areas/topics

Develop a ’Test’ 
programme 

Develop a means a 
measuring achievment
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Rhodri Packman

From:Employee Forum

Subject:RE: Employee Forum - support through restructure

 
 
 

From:   Jennie Forey   
Sent:   17 January 2020 12:26 
To:   Employee Forum   
Subject:  Employee Forum - support for mentoring and coaching 
Attachments: Coaching and mentoring.docx 

 

Afternoon all,  

 

Ahead of the skype meeting on Monday, I wanted to remind you that we are going to discuss the role of coaching 
and mentoring within Chwarae Teg.  To get a better understanding of what that support can look like Rhodri has put 
together the attached document. Rhodri doesn’t have all the answers, we see this meeting as a way of seeking 
whether this is something that we feel as the employee forum we should push to SMT. I know personally it would be 
useful but we need a consensus of opinion.  

 

We are working on updating the Employee Forum section of SharePoint which is where you will be able to pose 
questions, receive announcements and review the meeting notes.  There will be more on that from us towards the 
end of next week.  

 

If you have any questions please email EmployeeForum@chwaraeteg.com  

 

Kindest regards 
Jennie 

Employee Forum 

At Chwarae Teg we work flexibly – so whilst it suits me to email now, I do not expect a response or action outside of your 
own working hours. 
Rydym yn gweithio'n hyblyg yn Chwarae Teg – felly, er ei fod yn addas i mi e-bostio nawr, nid wyf yn disgwyl ymateb na 
gweithred y tu allan i'ch oriau gwaith eich hun. 

Safwe: chwaraeteg.com | agilenation2.org.uk/cy 

Website: chwaraeteg.com | agilenation2.org.uk 
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Rhodri Packman

From:   Rhodri Packman  
Sent:   04 February 2020 07:50 
To:   Jennie Forey  
Subject:  RE: Employee Forum - follow up  
 
Hi Jennie,  
 
Thanks for the feedback – let’s see what response we can get from SMT and the people team! 
 
Cheers 
 
Rhodri  
 
 
Rhodri Packman 
Business Partner / Partner Busnes 
Mobile / Symudol: 07852 966163 
 

From:   Jennie Forey  
Sent:   03 February 2020 14:38 
To:   Alexia Mei; Cheryl Royall; Helen Prosser; Julia Matthews; Maddy Cameron; Michaella Williams; Polly 
Winn  
Cc:   Rhodri Packman  
Subject:  Employee Forum - follow up  
Attachments: Minutesnotes.docx 
 
Hi All – apologies for the delay,  
 
I just wanted to thank Rhodri for the coaching and mentoring overview. It was really useful and I’m sure we can 
think of ways of pushing this forward.  
 
Attached are the minutes with action points from the meeting. PLEASE read through them and let me know if I’ve 
missed anything /misinterpreted anything etc. Please note, minutes are not verbatim and just the general gist of 
conversations are captured. Please let me know if this is an issue for anyone. One thing we didn’t discuss was 
uploading these minutes to the shared folder so that anyone in the organisation can read them. I don’t see why this 
can’t be the case – if we do discuss something sensitive we can decide best how to minute that in the meeting – 
please let me know if you agree / disagree by return by next Wednesday.  
 
Cheers 
Jennie 

At Chwarae Teg we work flexibly – so whilst it suits me to email now, I do not expect a response or action outside of your 
own working hours. 
Rydym yn gweithio'n hyblyg yn Chwarae Teg – felly, er ei fod yn addas i mi e-bostio nawr, nid wyf yn disgwyl ymateb na 

EV14



 
 

Draft – E Richards (Nov 2019) 

 

Focus Groups for potential Mentoring Programme Cambrian Pet Foods 
 
 
 

Background 
 
As part of their ongoing FairPlay Employer work Cambrian Pet Foods would like to explore how to most 
effectively support packing staff to feel confident to apply for supervisory roles.  
 
The first part of this journey will be to hold a focus group with women in these packing positions to 
ascertain their interest in mentoring and more insight into what their aspirations are, together with what 
real or perceived barriers they might have. We also want to explore what kind of mentoring may work for 
them, what kind of mentor, etc. Essentially gathering as much base knowledge from the potential 
benefactors to form a basis for how any future programme would be shaped.  
 
Suggested time 
 
1 day – 1 x 2 hour focus group, followed by preparation of report on findings and further discussion with X 
to determine next steps.  
 
Group Dynamic 
 

 15 packing staff chosen to represent their type of work. These staff members would be chosen by to 
act as ambassadors for their colleagues in those working areas.  

 We would assist X at to prepare communications to the chosen participants to give an overview of 
what would happen on the day, confidentiality, group ethics etc.  

 It would be useful for to consider any barriers to attendance on the day – non-working time, transport, 
time out of their workplace, line manager approval etc.  
 

 Option – would be useful to give these ambassadors a brief outline of the focus sessions beforehand 
so they could garner some thoughts from their colleagues. Would that be achievable or appropriate? 

 
Suggested Content 
 

1. Why are we here? – what the organisation wants to achieve and why 
2. What is mentoring – and what are the benefits 
3. What could a coaching and mentoring programme look like – outline what we think a mentoring 

programme could look like, with some options within it. This is to pre-lay a foundation around 
which participants may want to question and agree/disagree with all or parts of it.  

4. Over to you? What do you think? - this is where we’d have a series of questions to promote a 
discussion around key areas (see suggested focused questions below) 

5. Next steps and thank you 
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Suggested Focused Questions 
 
These are some suggested questions, there maybe others as we discuss options with Cambrian Pet Foods. 
The sub-bullet points are prompts rather than prescriptive questions.  
 

 What do you think are barriers for women in applying for packing roles/supervisor roles? 
 

 If you were considering applying for a higher grade role in Cambrian Pet Foods what would you want 
to support you?  

 

 Do you think having a mentor would be helpful and how? 
o Considering your options and building confidence in your skills 
o Applying for a new role and preparing for interview 
o In your first few months in the new role 
o All of the above 
o You’d like a single mentor to build a relationship with 
o You’d want more than one mentor for different things 
o What would you want to achieve from having a mentor 

 

 Where would that mentor come from, for example: 
o A person from the role you’re looking to go into 
o Anyone already in supervisory/managerial roles or above role 
o Someone who’s got similar traits to you regardless of their role now 
o Senior manager 
o HR or Learning Development team 

 

 Does gender matter? 
 

 How would you want to choose/find a mentor?  
o Listing of pre-trained mentors with their profile where you could search for who you think 

matches you and you would make contact 
o You would apply to have a pre-trained mentor with some background information. A third 

party (HR?) colleague would make a suggested match, then organise a matching meeting 
o You’d source your own mentor through your colleague networks 
o Would you want a matching meeting first, ie. initial relationship check meeting to make sure 

you match, or talk over the phone, email? 
o Would you want to have some guidance on how to be a mentee before starting your 

meetings, and how would you like that – video, training, e-learning 
 

 How would you want to meet/interact with your mentor? 
o Face to face meeting 
o Virtual meeting (ie. via Skype, intranet messenger) 
o Telephone 
o Email exchange 
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 What other comments, ideas, feedback or insights could you provide us with 



1. What is Coaching and Mentoring?  
 
You may have a line manager or supervisor who uses a coaching or mentoring style already. 
Working with a coach or mentor allows you to have a conversation with someone who is not also 
responsible for allocating work to you or to whom you report directly.  
 
What is coaching?  
Coaching is a way of having conversations with someone else that are safe, supportive and 
challenging. It can be a thought-provoking and creative process and will help you to maximise your 
personal and professional potential.  
 
Recent research points out the huge personal benefits to people who have coaching, particularly at 
times of change. People might see a coach to improve how they relate to their circumstances, to 
achieve their goals or to explore new ways of approaching situations.  
 
Common benefits people experience from coaching include:  

 Better engagement and performance  
 Organisational effectiveness  
 Improved sense of direction and focus  
 Increased knowledge of self and self-awareness  
 Enhanced ability to relate to and influence others  
 Stronger motivation 
 Improved performance effectiveness 
 Increased resourcefulness 
 More confidence 

 
Central to the philosophy of coaching is a belief in the potential of the person being coached to 
improve their performance and develop their own solutions. While the coach need not be a technical 
expert in aspects of your work, they must have credibility in order to build an effective partnership 
with you. 
 
What happens during a coaching session?  
A skilled coach will use a combination of questioning, listening, observation and feedback to create 
a conversation with you that is rich in insight and learning. They will encourage you as you do what 
you need to do to move things forward.  
 
Coaching usually lasts for a defined period and focuses on specific work related skills and goals. 
Goals will be set at the start of the coaching relationship, in a way that works for you, to give focus. 
At the end of the relationship, you will evaluate these goals together.  
 
Is coaching confidential?  
Your line manager needs to support your application for coaching, as well as give you the time and 
space for coaching. Coaching is based on trust and openness, and the content of your sessions is 
confidential unless there is a perceived risk to you or to others. 
 
 
What is mentoring?  
 
Mentoring allows more senior staff to share their knowledge and experiences, whilst supporting 
other staff in their development journey. It facilitates the building of new networks for both mentor 
and mentee.  
 
A mentor is someone who offers you space to think who has already had experience of the area you 
wish to explore and has knowledge and networks which may be appropriate to share as you develop 
and grow as a professional and as a person. 
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MENTORING  COACHING  
On-going relationship that might last for a long 
time  

Relationship generally has a set duration  

Can be more informal and meetings can take 
place as and when the employee needs 
advice, guidance or support  

Generally more structured in nature and 
meetings are scheduled regularly  

Will share ideas and what they have done  Will help you to identify your own solutions  

More long-term and takes a broader view of 
the person  

Short-term and focused on specific 
development areas/issues  

Mentor is usually more experienced and 
qualified than the employee; often a senior 
person in the organisation who can pass on 
knowledge,  
experience and can open doors to otherwise 
out-of- reach opportunities  

Coaching is a more equal relationship and 
generally not determined by the level of 
experience the coach has of the employee’s 
formal occupational role – rather this 
professional distance can help to provide a 
thinking partnership with a different level of 
challenge and support  

 
 
 
Ground Rules 
 
Like any professional relationship, coaching and mentoring work best when trust is high and 
conversations they are conducted in an atmosphere of mutual respect. The following ground rules 
can help the relationship stay positive and focused. 
 
Coach and Mentor  
1. Make time to prepare before each session by reading through notes and reflections from previous 
sessions. Think about what you need to do to disconnect enough from the issues and demands of 
your day job to be able to listen well and to be able to think.  
 
2. Take time after a session to record your initial reflections and document any observations you 
want to make. However these are confidential and should be stored securely.  
 
3. Be punctual and make the room as welcoming as possible.  
 
4. Avoid cancelling sessions wherever possible and give your colleagues adequate notice and 
reschedule at the next available opportunity. Where sessions are regularly cancelled by either 
person, research studies suggest that the support programme is more likely to fail.  
 
5. Adhere to the Code of Ethics.  
 
6. Stay in role and avoid changing hats to a role outside your agreement (e.g. counsellor, consultant 
etc.)  
 
7. The purpose of this relationship is to support your coachee/mentee in their development at work. 
Remember to keep the responsibility with them and to encourage them to own the process and 
access their own resources. 
 
8. Ask your employees to give you feedback to help you best meet their needs. There is an 
evaluation form that you should give out at the last session.  
 
9. Regularly record all your coaching/ mentoring activity in shared drive to enable the HR team 
report on service performance and be accountable to its stakeholders.  
 
10. Respond promptly to coachee/mentee when they contact you.  



 
11. Ensure you undertake the required supervision.  
 
12. Use your peers/supervisor as support to practice your skills and to gain advice.  

 

13. Record all your CPD and supervision sessions, and actively take part in the peer support group. 

  

14. Actively take part in supporting the ongoing development and training of coaching skills for 
managers where necessary.  
 
 
Coachee and Mentee  
1. Make time to follow up on agreed actions between sessions, including reflecting on your learning.  
 
2. Be punctual and make best use of the time by knowing what you would like to get out of each 
session.  
 
3. Avoid cancelling sessions wherever possible and give your coach/mentor the agreed notice, 
aiming to reschedule at the next available opportunity. Where sessions are regularly cancelled by 
either person, research studies suggest that the programme of support is more likely to fail.  
 
4. Ask for feedback from your coach/mentor to support your development.  
 
5. Challenge yourself to be open and honest and approach coaching/mentoring as an opportunity to 
experiment, learn and develop.  
 
6. Accept that behaviour change can be uncomfortable and that the coach/mentor cannot do the 
work for you.  
 
7. Use your colleagues and your line manager to help you embed what you are learning at work.  
 



Information for mentors/coaches 

 

GROW model 

Goal 
 

1. Establish the Goal 

First, you and your team member need to look 
at the behaviour that you want to change, and 
then structure this change as a goal   that she 
wants to achieve. 
 
Make sure that this is a SMART goal: one that is 
Specific, Measurable, Attainable, Realistic, and 
Time-bound. 
 
Useful questions: 

 How will you know that your team member 
has achieved this goal?  

 How will you know that the problem or 
issue is solved? 

 Does this goal fit with the overall career 
objectives?  

 And does it fit with the team's objectives? 

Reality  
 
2. Examine the Current Reality 

Next, ask your team member to describe his 
current reality. 
 
This is an important step. Too often, people try 
to solve a problem or reach a goal without fully 
considering their starting point, and often 
they're missing some information that they 
need in order to reach their goal effectively. 
As your team member tells you about his 
current reality, the solution may start to 
emerge. 
 
Useful questions: 

 What is happening now (what, who, when, 
and how often)?  

 What is the effect or result of this? 

 Have you already taken any steps towards 
your goal? 

 Does this goal conflict with any other goals 
or objectives? 

Options 
 
3. Explore the Options 
 
 

Once you and your team member have 
explored the current reality, it's time to 
determine what is possible – meaning all of the 
possible options for reaching her objective. 
Help your team member brainstorm as many 
good options as possible. Then, discuss these 
and help them decide on the best ones. 
 
Useful questions: 

EV17



 What else could you do? 

 What if this or that constraint were 
removed? Would that change things? 

 What are the advantages and 
disadvantages of each option? 

 What factors or considerations will you use 
to weigh the options? 

 What do you need to stop doing in order to 
achieve this goal? 

 What obstacles stand in your way? 

Will 
 
4. Establish the Will 

By examining the current reality and exploring 
the options, your team member will now have 
a good idea of how he can achieve his goal. 
That's great – but in itself, this may not be 
enough. 
 
 The final step is to get your team member to 
commit to specific actions in order to move 
forward towards the goal. In doing this, you will 
help him establish their will and boost 
motivation. 
 
Useful questions: 

 So, what will you do now, and when? What 
else will you do? 

 What could stop you moving forward? How 
will you overcome this? 

 How can you keep yourself motivated? 

 When do you need to review progress? 
Daily, weekly, monthly? 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

OSCAR model 

 

Stage 1. 
 
Outcome  
 
(Your destination) 
 

Focus on outcomes for the mentoring session 
and for the issue being discussed during it.  
 
Establish what the mentee wants to achieve.  
 
Useful questions:  
• What do you want to achieve? 
• How will you know that you have achieved it? 
• Describe what success looks like 
 

Stage 2. 
 
Situation  
 
(Your starting point) 
 

This is an evaluation of the current situation.  
 
The mentee needs to identify relevant detail 
ready to move onto the next stages.  
 
Useful questions:  
• What does the current situation look like?  
• What factors are contributing to the current 
situation?  
• What are you doing that might be 
contributing to the situation? 
 

Stage 3. 
 
Choices and Consequences  
 
(Your route options) 
 

The mentee may have many options to explore, 
and these choices need to be considered 
alongside the likely consequences. 
 
 Useful questions:  
• What could you do to sort out the issue?  
• What might be the consequences of doing 
that?  
• What would you do if you knew there would 
be no repercussions? 
 

Stage 4. 
 
Actions  
 
(Your detailed plan) 
 

The mentee needs to decide on a preferred 
strategy and how this will be implemented in 
terms of actions and timescales.  
 
Useful questions:  
• What will you do next? And when?  
• How motivated are you to do this on a scale 
of 1 to 10  
• (If it’s not 9 or 10) Why isn’t it a 9 or a 10? 
 



Stage 5. 
 
Review  
 
(Making sure you are on track) 
 

Before the session is finished, decide with the 
mentee how progress will be reviewed; regular 
monitoring is important to help stay on track. 
 
You can also return to the issue at the next 
mentoring session and implement further plans 
as necessary to achieve the desired outcome.  
 
Useful questions:  
• How will you monitor your progress?  
• How will you measure the outcomes?  
• How will you know you are moving towards 
the results you want? 

 

Information for mentees/coaches 

Being a great mentee or coachee 

Mentors and coaches dedicate their time and energy to getting the best out of their mentees or 

coachees. Often they open up and become vulnerable as part of the process. Mentees and coachees 

should be willing to put in the same dedication and willingness to open up. 

Mentees and coachees are partners in this sort of relationship, not just receivers of skills and 

knowledge. To foster successful mentor/mentee and coach/coachee relationships, the following 

practices can be adopted: 

Retire the “I know it all” attitude and be curious to learn from your mentor or coach 

Practice active listening and take feedback seriously 

Dedicate time to do any homework you might receive, as the mentor or coach shouldn’t be the ones 

to chase you for follow-up 

Let yourself be vulnerable and don’t break the trust of your mentor or coach 

There are many clear benefits to being a great mentee or coachee. You will become more confident 

and feel like you are contributing to your organization, and you will likely be more inspired to stay on 

and grow with the company. 

As well, you will have someone in your work life with whom you can be vulnerable. This will give you 

more trust in the organization, and make you feel like a trusted person, rather than a resource. 

Whether you are a driver of engagement or being driven to engage, being part of a mentor/mentee 

or coach/coachee relationship is a positive step toward personal and professional growth. 
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Rhodri Packman

 

From:   Nia Milcoy  
Sent:   12 February 2020 09:56 
To:   Rhodri Packman  
Subject:  RE: mentoring and coaching sessions  

 

Sorry I didn’t get back to you earlier.  

 

Thanks for the information.  It looks fab and I will review it in more detail before we deliver the two sessions. 
Everything is ready to meet up – ive allocated an hour for each session; I can deliver most of it but your support will 
be great on the models. 

 
 

Thanks  

 

Nia  

 
 
 
Nia Milcoy 
HR Manager 

Cambrian Pet Foods Limited 
Tywi Valley Food Park 
Station Road 
Llangadog 
Carmarthenshire 
SA19 9LY 

 

This e-mail and any attachments are confidential and intended for the named recipient Rhodri.Packman@chwaraeteg.com only. The content may 
contain privileged information. If you are not Rhodri.Packman@chwaraeteg.com you should not disseminate, distribute or copy this e-mail. Please 
notify N.Milcoy@cambrianpet.co.uk immediately by e-mail if you have received this e-mail by mistake and delete this e-mail from your system. 
Any content that is not pertinent to Cambrian Pet Foods Limited business is personal to the author N.Milcoy@cambrianpet.co.uk and is not 
necessarily the view of Cambrian Pet Foods Limited. Cambrian Pet Foods Limited accepts no responsibility once an e-mail/any attachments leave 
us.    

From:   Rhodri Packman  
Sent:   04 February 2020 09:34 
To:   Nia Milcoy 
Subject:  mentoring and coaching sessions 
Attachments: information for mentors and mentees.docx 
 
Morning Nia,  
 
2 areas for you to look though before we deliver the two sessions: - 
 
1) Mentors/Coaches.  
Please find attached the documentation for the mentoring programme. I have included documentation based on 
GROW/OSCAR models for the coaches/mentors to work through. We can go through this in more detail before we 
deliver the session.  
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2)Mentees/Coachees 
This covers the information that the participants themselves need to consider   - how to be open, listening skills, 
accepting of change, dedicating time to work on what has been discussed in the sessions.  
 
We can discuss this in more detail when we meet up to plan the sessions themselves.  
 
 
Cheers 
 
Rhodri  
 
Rhodri Packman 
Business Partner / Partner Busnes 
Mobile / Symudol: 07852 966163 
 
 

At Chwarae Teg we work flexibly – so whilst it suits me to email now, I do not expect a response or action outside of your 
own working hours. 
Rydym yn gweithio'n hyblyg yn Chwarae Teg – felly, er ei fod yn addas i mi e-bostio nawr, nid wyf yn disgwyl ymateb na 
gweithred y tu allan i'ch oriau gwaith eich hun. 

Safwe: chwaraeteg.com | agilenation2.org.uk/cy 

Website: chwaraeteg.com | agilenation2.org.uk 

Datganiad Preifatrwydd: Bwriedir y neges electronig hon ar gyfer y person a enwir yn unig. Gall gynnwys gwybodaeth breifat a 
chyfrinachol. Os yw’r neges hon wedi ei hanfon atoch mewn camgymeriad ni ddylech weithredu arni o gwbl neu ei dangos i 
unrhywun arall; ffoniwch ni yn syth a dychwelyd y gwreiddiol atom. Ni fedrwn dderbyn unrhyw gyfrifoldeb am unrhyw golled 
neu niwed sy’n cael ei achosi gan firws meddalwedd. Eich cyfrifoldeb chi yw i wirio am firws fel bo angen cyn agor atodiadau a 
fedrai gael eu cynnwys gyda’r neges hon. 

Privacy statement: This electronic mail transmission is intended for the named recipients only. If this has come to you in error 
please take no action based upon it, and do not copy it or show it to anyone; please let us know by way of reply. We cannot 
accept any liability for any loss or damage sustained as a result of software viruses 

Polisi Preifatrwydd: Mae Chwarae Teg yn parchu ac yn gofalu am yr holl ddata personol rydych chi’n ei rannu â ni, neu y mae 
sefydliadau eraill yn ei rannu â ni. Byddwn yn ei gadw’n ddiogel. Rydym yn ceisio nodi’n glir pryd y byddwn yn casglu’ch data ac 
at ba ddiben y byddwn yn ei ddefnyddio, a pheidio â gwneud unrhyw beth na fyddech chi’n ei ddisgwyl yn rhesymol. Ni fyddwn 
byth yn gwerthu eich data personol i sefydliadau eraill, a byddwn ond yn ei rannu dan amgylchiadau priodol, cyfreithiol neu 
eithriadol. Gallwch weld ein Polisi Preifatrwydd yma: https://chwaraeteg.com/privacy/ 

Privacy Policy: Chwarae Teg promises to respect and look after all personal data you share with us, or is shared with us by other 
organisations. We will always keep it safe. We aim to be clear when we collect your data about what we’ll use it for, and not do 
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Rhodri Packman

From:    Nia Milcoy 
Sent:    23 March 2020 16:27 
To:    Rhodri Packman 
Subject:   Cambrian Pet Foods Ltd mentoring programme 
 
Hi Rhodri,  
 
Thanks for the email. I can confirm that the mentoring programme is still running. Thanks for all your support in 
helping with this.  
 
We have selected the mentees (8) and have coaches (4) including myself! And we aim to be finished by early April.  

 

 
As per your suggestion I am writing questionnaires and will ask the following: 
 
 Client satisfaction with the process. 
 What elements of coaching in this programme have particularly contributed to positive outcomes? 
 Are the changes identified by the clients sustained over a longer period?  
 Identify who in the organisation is this programme most suited to. 
 What difference does the matching process make?  
 In what way can the changes identified by the client actually affect their performance and ability to apply for 

supervisory roles? 
 Number of roles applied for. 
 Number of roles secured. 

 
Many Thanks again for all your support.  
 
Nia  

 
 
Nia Milcoy 
HR Manager 
Tel: +44 (0) 1550 777262
Fax:+44 (0) 1550 777260
 

Cambrian Pet Foods Limited 
Tywi Valley Food Park 
Station Road 
Llangadog 
Carmarthenshire 
SA19 9LY 

 

This e-mail and any attachments are confidential and intended for the named recipient Rhodri.Packman@chwaraeteg.com only. The content may 
contain privileged information. If you are not Rhodri.Packman@chwaraeteg.com you should not disseminate, distribute or copy this e-mail. Please 
notify N.Milcoy@cambrianpet.co.uk immediately by e-mail if you have received this e-mail by mistake and delete this e-mail from your system. 
Any content that is not pertinent to Cambrian Pet Foods Limited business is personal to the author N.Milcoy@cambrianpet.co.uk and is not 
necessarily the view of Cambrian Pet Foods Limited. Cambrian Pet Foods Limited accepts no responsibility once an e-mail/any attachments leave 
us.    
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