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[bookmark: _Toc76418630]1.1 Investigate the extent to which coaching and mentoring take place within an organisation. 

Swansea City Council has a mentoring programme that is available for all employees to sign up to either as a mentor or as a mentee (EV.1). Permission from the line manager must be sought before signing up and time is taken out of business hours for the mentoring relationship. To sign up for the mentorship programme employees must complete the forms provided for if they want to be a mentor or a mentee (EV.2 and EV.3). If an employee signs up to be a mentor they must complete an online learning course on mentorship called Mentoring for Mentores (EV.4). The Learning and Development Team then assess the forms submitted to match up mentor and mentee relationships based on what the mentee is looking for and what the mentor is able to offer. The mentor and mentee then arrange a time that suits both of them to meet up. Since the pandemic, face-to-face meet ups have changed to online meet ups where Microsoft Teams is used. There is a Mentoring Pack (EV.5) which provides information about mentoring and there is a Mentoring Agreement, Log and Review form (EV.6) to be completed by the mentor/mentee. There are only 5-6 mentoring relationships in the mentoring programme currently (EV.7). Swansea City Council also has a Welsh language mentorship programme which currently has 10 mentorship relationships (EV.8). 

 
[bookmark: _Toc76418631]1.2 Evaluate how current coaching and mentoring activity supports achievement of individual, team and organisational objectives. 

As well as their formal mentorship programmes, informal coaching is also present in Swansea City Council. Since the pandemic, monthly one-to-one meetings between employees and their line manager are present. The Service Centre have a one-to-one form that is completed in each monthly one-to-one meeting (EV.9). This form includes monitoring the employee’s progress, discusses what the employee needs to achieve before their next one-to-one meeting and asks if there is anything worrying the employee. The line manager is acting like a coach in these one-to-one meetings they support the employee in setting targets and by monitoring their progress. 

Swansea City Council’s Performance Management Policy (EV.10) states how it is important for employees to understand what is expected of them and what needs to be achieved for the organisation. To do this it states that managers and employees should understand what is expected of them, have the skills to achieve this, are supported by the organisation to develop their capability, are given feedback on their performance, and are given the opportunity to contribute to individual and team aims and objectives. It goes on to explain how managers need to manage the performance of their employees, set them targets, provide appraisals at least once a year, ensure employees can learn and develop skills that they need within budget and provide 1-1 meetings regularly.  Managers must complete mandatory training in the induction process to conduct performance management which is provided by the Corporate Training and Development Team. 

The policy also points out that good performance and strengths of the employee should be identified in one-to-one meetings which can be used to support the rest of the team and to improve the service. Both the manager and employee have a duty to improving the performance of the employee. The employee can establish what they need to improve and should then be supported by their line manager to achieve this (Employee Performance Management Policy, p. 9). 
The Performance Appraisal and Development Review along with more regular one-to-ones allow employees the opportunity to discuss with their line manager any career aspirations they have so their line manager can help them achieve their goals (Employee Performance Management Policy, p. 12). 

When a new employee starts at Swansea City Council, a 3 month probation form and a 6 month probation form (EV.11) must be completed by their line manager to determine whether the employee is performing their new role at a satisfactory level. The probation meetings need to be both constructive and supportive, establish how the employee’s performance is, and both the line manager and employee should decide jointly what actions needs to be taken for any issues the employee is having. Everything said in these meetings must be noted down on the probation forms and the employee has an opportunity to make comments. The line manager should review the employee’s progress regularly and confirm with them once their probation has been completed (Probation Policy, pp. 2-3) (EV.12). 

 
[bookmark: _Toc76418632]1.3 Assess factors in the organisation including other learning strategies which could impact on the further development of coaching and mentoring. 

Since the pandemic, a lot of staff in Swansea City Council have been working from home. Coaching can be beneficial for this situation to help with the wellbeing of staff. Within the Workforce Transactional team there has been an increase in workload from the increasing amounts of recruitment. Extra community care assistant have been employed to help through the pandemic as well as a new area being created of Trace, Track and Protect which has a constant recruitment drive. Trace, Track and Protect have temporary roles which are useful for people who find themselves out of working during the pandemic as a temporary job to have before they find a more secure role. Therefore, there are constant new starters and leavers. Because of this increase in work, the Workforce Transactional Team can benefit from coaching to help them develop skills of organisation, dealing with stress, and working as a team (Starr, 2009, pp. 14-16).   

Gino and Cable (2020) explain how it is important for managers to act as a ‘servant leader’ during the pandemic to support employees explore and grow. By being there for your employees in all aspects it helps them feel more engaged. They also explain how coaching during a pandemic can help employees meet the organisations requirements by connected their job role to the organisation’s goals. By asking an employee four times why they are going a specific task it helps align their personal role to the organisation. Carton (2017) conducted research at NASA in relation to this which ended up with someone who’s role is to mop floors at NASA say that they are not mopping floors but rather helping to put a man on the moon. Coaching can help employees feel that their job is important, and this boosts collective enthusiasm (Gino and Cable, 2020). 

[bookmark: _Toc76418633]1.4 Make justified recommendations for how coaching and mentoring activity can be developed benefit the organisation. 

During my meeting with the Learning and Development team they explained how ideally, they would like to see Swansea City Council develop a coaching culture (EV.7). As the pandemic has resulted in an increased workload for a lot of teams, it can be easier for managers to feel under pressure and therefore, become short-term focused with their team. However, if instead of being directive with their team they be non-directive, this can help in the long run. By coaching your team to deal with problems and to think for themselves it can take the pressure off the line manager (Snape, 2017). 

The pandemic can also affect the team's wellbeing since they no longer get to see their team members in person so this can be isolating. It can be difficult for managers to spot mental health issues with their staff if they cannot see them in person. They are not able to pick up in their body language. Therefore, line mangers should make an effort to stay connected with their staff by having regular conversations and discussing mental health and their own vulnerabilities. This can help staff feel more connected to them which can lead to them feeling more inclined to open up to them. However, it is important to note that some staff may feel uncomfortable talking to their line manager about vulnerable issues to peer support programmes can be beneficial in these instances (CIPD, 2020). 
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PROBATION REPORT

	EMPLOYEE DETAILS

	Name:
	

	Position:
	

	Date of commencement:
	

	Grade:
	

	3/6 month review – please state:
	

	Date review is due:
	

	MANAGER’S ASSESSMENT
To be completed by the line manager in advance of the 3/6 month stage and then shown to the employee for discussion at the interview.

	1.
	Briefly outline the employee’s key responsibilities:










	2.
	Give brief details of any courses etc. attended since appointment:










	3.
	Sickness - if the employee has been absent due to sickness please state number of days and main reasons:










	4.
	Briefly summarise the employee’s main strengths/weaknesses affecting job performance, giving specific examples, and comment on the employee’s overall performance:









	5.
	If any unsatisfactory aspects of performance have been identified please state what action has been or will be taken to attempt to rectify this: 










	6.
	Briefly outline what training needs have been identified, with timescales, for the employee’s future development:








	RATING SCALES
Manager to indicate their assessment of the employee using
the appropriate performance criteria and rating scales

	Performance Criteria
	Very Good
	Good
	Acceptable
	Unacceptable
	Comments

	Understanding information
	
	
	
	
	

	Retaining knowledge
	
	
	
	
	

	Seeing task through
	
	
	
	
	

	Initiative
	
	
	
	
	

	Working with others
	
	
	
	
	

	Service to customers
	
	
	
	
	

	Communication -Verbal
	
	
	
	
	

	Communication –Written
	
	
	
	
	

	Numerical Skills
	
	
	
	
	

	Staff Management
	
	
	
	
	

	Working under pressure
	
	
	
	
	

	Enthusiasm & Commitment
	
	
	
	
	

	Creativity
	
	
	
	
	

	Time keeping
	
	
	
	
	

	SOCIAL SERVICES STAFF ONLY
During the probationary period how did the employee rate
in each Core Area within the Staff Development Portfolio

	NO.
	CORE AREA
	RATING SCALES

	
	
	Very Good
	Good
	Acceptable
	Unacceptable
	Comments

	1.
	Understand the principles of care
	
	
	
	
	

	2.
	Maintain safe working practices
	
	
	
	
	

	3.
	Understanding your role and agency
	
	
	
	
	

	4.
	Understanding the needs of service users and carers
	
	
	
	
	

	5.
	Understand the effects of service delivery on the service user/worker
	
	
	
	
	

	EMPLOYEE’S COMMENTS
This is an opportunity for you to comment on your line manager’s assessment

	






	Signature of employee:
	

	Date of interview:
	

	MANAGER’S COMMENTS
Indicate any change you may wish to make to your assessment
 in the light of your discussion with the employee.

	






	Signature of line manager:
	

	Date:
	

	COUNTERSIGNING OFFICER’S COMMENTS
If you do not agree with any comments made by either
the line manager or employee please give details below

	







	Signature of countersigning officer:
	

	Date:
	




	
THE FOLLOWING IS ONLY TO BE COMPLETED IN RESPECT OF 6 MONTHLY ASSESSMENTS
BY THE LINE MANAGER AND COUNTERSIGNING OFFICER
Please delete as appropriate

	a)
	I am satisfied that the employee’s performance during the probation period has been satisfactory and I recommend that his/her appointment be confirmed.

	b)
	I am not entirely satisfied that the employee’s performance during the probation period has been satisfactory.  However, I consider that with additional assistance he/she may be capable of reaching the required standard.  I, therefore, recommend that his/her probationary period be extended for a further 3 months and that a final assessment be made at that time.

	c)
	I am not satisfied that the employee’s performance during the probation period has been satisfactory and I, therefore, recommend that his/her employment be ended.

	Signature of line manager:
	

	Date:
	

	Signature of countersigning officer:
	

	Date:
	

	TO BE COMPLETED BY HR & OD
Complete as appropriate

	a)	6 Month Probation satisfactorily completed

	Letter sent to probationer:
	YES/NO

	Date:
	

	Initials:
	

	Copy in file:
	YES/NO

	b)	Probation not satisfactorily completed - probation period extended

	Probation extended to (please state date):
	

	Letter sent to confirm extension:
	YES/NO

	Date:
	

	Initials:
	

	Copy in file:
	YES/NO

	c)	Probation not satisfactorily completed - employment terminated

	Letter of termination of employment sent:
	YES/NO

	Date:
	

	Initials:
	

	Copy in file:
	YES/NO




EV.12















































[bookmark: _Toc76418636]2.1 Promote the benefits of coaching/mentoring within the organisation, recognising and addressing the potential barriers. 

Before learning about coaching and mentoring in my organisation for this assignment, I did not know that Swansea City Council offered any official mentoring. By speaking to the Learning and Development team I learnt that Swansea City Council offers a Mentorship Programme that is available to anyone to sign up to, as long as their line manager agrees (EV.7). This Mentoring Programme (EV.1) is not currently very well advertised so I created a poster (EV.13) which I sent to the Learning and Development team. I discussed with the team about putting this post up in various offices across the Council to help promote the Mentorship Programme (EV.14).  

I have recently been mentoring a new starter to help them learn the same role that I do (Workforce Analytical, Recruitment and Changes Officer) (EV.15). Under normal circumstances this mentoring relationship would be face-to-face but since the pandemic this type of mentoring is done over Microsoft Teams. It is difficult to form a relationship with the new starter in this way and it can also make learning the role difficult for the new starter. Therefore, it is important to use coaching skills such as questioning active listening to understand how the new starter is feeling and to develop appropriate goals (Snape, 2018). 
 
In a team meeting I spoke about the benefits of coaching/mentoring. I spoke about the research I found for my assignment including Signet introducing coaching to help with their customer service. They found that their sales increased from around 8% whilst other company’s sales were decreasing around 10%-15% Coaching makes the Organisation as a whole more capable rather than just one individual’s performance (CIPD, 2013).
[bookmark: _Toc76418637]2.2 Contribute to the development of organisational coaching/mentoring processes. 

With regards to our current one-to-one process, I discussed with my line manager the benefits of following a coaching model to help guide the conversation (EV.16). A coaching model such as GROW demonstrates how asking rather than telling helps to clarify points with illustrated examples. The GROW model helps coachees think more creatively rather than them just being told what to do for the next one-to-one session (Landsberg, 2015, p. 34). 

I asked the Learning and Development Team if it would be possible for me to give a workshop on Coaching and Mentoring skills after more people are back working in the office. The pandemic has delayed many workshops and training sessions due to increased workloads. It can also be difficult to teach over a computer so I would rather conduct this workshop face-to-face. 

[bookmark: _Toc76418638]2.3 Support coaches/mentors to build and develop the knowledge, skills and behaviours required for the role. 

The presentation I created for my coaching skills workshop (EV.17) includes skills such as questioning and active listening. Lansberg (2015) created the ask/tell repertoire which is a 5-scale model about different types of questioning. The first type is ask questions and paraphrase, then make suggestions, then demonstrate, then give advice and finally tell what and how. The final step is useful for tasks where failure is not an option and for simple tasks. This takes less time for the coach to teach but it does not leave the coachee feeling motivated, so they are less likely to learn from this way. The first step is useful for coachee as it helps them develop problem solving skills and allows them to think creatively. If an issue arises in the future the coachee will have the skills to resolve the issue themselves rather than asking someone else what to do. This way of coaching is more time consuming but it leaves the coachee feeling motivated which makes them more likely to learn (Landsberg, 2015, p. 17).     

Starr (2003) describes levels of listening starting with cosmetic listening, conversational listening, active listening and ending with deep listening. By listening to someone deeply you can put all your focus on to them which helps you understand their point of view.  
 
[bookmark: _Toc76418639]2.4 Assist potential coaches/mentees to understand and participate fully in coaching/mentoring programs. 

In a group meeting with my team, I advised them on how to sign up to the Mentoring Programme. There is a five-step process starting with completing either the ‘Register interest to be a mentee’ form or the ‘Register interest to be a mentor’ form. The forms ask what they would like ton mentor/be mentored on with the options career progression skills and or/experience, critical friend or other. The forms also ask for the reason why they would like to be a mentor/be mentored. The options are to share knowledge/gain knowledge, continual professional development and support junior and inexperienced employees in the Organisation/learn about the Organisation. The mentee form also has the option of networking (EV.2 and EV.3). 

The pool of mentors is then forwarded to the mentee for them to choose who they would like to be their mentor. The pool of mentors that is forwarded to them match up with what they have put on their form. The mentee’s choice is then forwarded to the mentor to confirm the match. The mentor then contacts the mentee to arrange an initial meeting where they can go over what the plan to get out of their mentoring relationship. It is then up to the mentor and mentee to carry out their relationship as they see fit. HR and OD send out a feedback form at one month, six months and twelve months to check in (EV.1). 
 
[bookmark: _Toc76418640]2.5 Support the on-going evaluation and continuous improvement of the organisation’s coaching/mentoring programmes. 

By holding a workshop on coaching skills (EV.17) I can help employees understand effective ways of coaching. This can help them motivate and understand their coachees better which in turn can lead to the Organisation’s goals being reached.  

By letting my line manager know about coaching models such as GROW and OSCAR (Worth Consulting, 2002), they can now introduce these to guide conversations during one-to-ones. Once these models have been tried out with the team I will ask my line manager to report back on if these helped set and reach goals more so than following the questions on the one-to-one form. This can be measured by measuring target stats to see if they increase over time as the coach/coachee relationship improves. 

Using the Gibbs’ reflective cycle, I can evaluate how my mentoring skills are when mentoring my new starter. An example I will take is teaching them how to put a new starter on to our system once recruitment checks have come through. I sent my mentee the process notes for this process and shared my screen on Microsoft Teams to talk them through the process. I asked them to make notes as we went. I thought that it is a step-by-step process so it should be easy for them to replicate themselves, but it is a lengthy process they I felt that they may feel overwhelmed by the process at first. What was good about the experience is that I was able to share my screen and communicate with my mentee through Microsoft Teams. It was also good that we had process notes available for them to follow along with and for their future reference. What was bad was that I couldn’t train them in person, so I was unable to read their body language to assess how the training was going. Although I asked them to ask questions at any time or say if they did not understand something, it can be daunting for them to do this if they are new to the team and do not know me well. It is hard to build a good and trusting relationship with someone over the screen rather than how we usually would in person. From the situation I could sense that they were feeling overwhelmed by the length of the process. To conclude, I would have asked them to repeat steps back to me to show that they understood. I would also ask them more about how they were feeling during the process to understand their point of view more. For next time, I would ask more open questions and practice active listening (The University of Edinburgh, 2020). 
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é Mentoring programme

We are launching a mentoring scheme to enable staff to learn from others or pass on their own
skills/knowledge.

What is mentoring?

Mentoring i a form of training, learning and development and an increasingly popular tool in organisations for
supporting personal development. It is a distinct activity, different to coaching, becoming a widespread tool for
developing people to be the best they can be.

What s it for?

For mentees: an opportunity to connect and learn from an experienced, knowledgeable and/or senior employee
to help you progress in your career, learn and develop new or existing skills that can support you in your existing
role.

For mentors: an opportunity to provide advice and feedback to someone who can really use your support. It is
also an opportunity to learn new things and improve your own leadership and management skils, whilst sharing
your own knowledge and experiences.

The mentoring programme is being facilitated by Human Resources and Organisational Development.





image4.png
Sustainable Swansea
Council branding and logos
stress and health advice

Recycling and waste reduction at
work

Employee handbook (external link)
Innovation

Free computer + tablet courses
Personal safety

ER/VR

Bank holidays and Christmas
working

Unions

Lunchtime clubs and societies
Show bullying the red light
LGBT+ staff group

Telephone search (old)
Japanese knotweed treatment

What is the time commitment?

Itis mostly up to you to decide how much you want to connect. Most mentoring relationships include a monthly
form of communication which suits you best, over a set period eg one year.

Employees, either as mentor or mentee, can take part in the mentoring programme during work time. It is
important that you get line management agreement before registering your interest.

Who can sign up?

Anyone can sign up to be a mentee, so long as you have run it past your line manager. This is so you both agree
and understand the time commitments involved with mentoring. You will need to have an idea on what you want
to be mentored on; such as career progression or learning/developing a new skill for example.

Mentors are able to put forward the varieties of experience and knowledge they can offer and enrol onto
mandatory e-learning, "Mentoring for Mentors'. Mentors will also have to put forward what they want to mentor
50 that this can be put forward for potential mentees.

Aquick and easy review form will be sent out from HR+OD within the first month of matching and at 6 month and
12 month intervals thereafter to ‘check-in' on how the mentoring relationship is embedding and if any additional
support is needed for both mentor/mentee.

Welsh language

Are you a Welsh language learner and want to extend your language skills through mentoring? Or, are you a
Welsh speaker, interested in mentoring a Welsh learner? The mentoring programme can be used to support
Welsh language in the work place also.

Dewch yn Fentor Cymraeg / Become a Welsh Language Mentor

Mentoring resources

Mentoring pack (PDF, 490KB) - information and top tips for a successful mentoring experience.

) Mentoring agreement, log and review (Word, 383KB) © - keep a record and keep your mentoring journey on
track.

*Please download these documents and use digitally. Do not print unless necessary. For printable text-only
versions email purple.room@swansea.gov.uk *

e-Learning is available and is mandatory for all mentors and can be found on Learning Pool t. Search for the
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e-Learning is available and is mandatory for all mentors and can be found on Learning Pool t. Search for the
course titled 'Mentoring for Mentors'.

Interested? Get signed up in five easy steps

1. Register interest by clicking on the applicable link below:

- Register interest to be a mentee &f
terest to be a mentor &f

2. Pool of mentors forwarded to mentee to pick from.

3. Mentee(s) choices are forwarded to mentor to confirm final match.

4. Mentor gets in touch with mentee to setup an initial meeting, to set out the outcomes for the mentoring
relationship.

5. The rest is up to you where HR+OD will send out feedback forms at one month, six month and twelve month
intervals to check in with both mentor and mentee.

Further details can be requested by emailing purple.oom@swansea.gov.uk

Dewch yn Fentor Cymraeg / Become a Welsh Language Mentor

Ydych chi' siarad Cymraeg? Oes gennych ddiddordeb mewn mentora dysgwr Cymraeg? Are you a Welsh speaker,
interested in mentoring a Welsh learner?
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This e-learning module will show you what mentoring is and the benefits it can bring not just to you as
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when the time comes.
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supporting junior and/or inexperienced employees to develop... which can be extremely rewarding.
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Introduction 


 
This pack has been produced to guide both Mentors and Mentee’s through the 
process of Mentoring. It is a resource to guide you through setting up and 
developing a mentoring relationship/partnership and it gives insight into the 
Mentee’s personal and professional development. 
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What is Mentoring? 


 


 
 


Mentoring is a form of training, learning and development and an increasingly popular tool in 
organisations for supporting personal development. 
 
Mentoring is a distinct activity, which is separate to coaching, which has become a 
widespread development tool.  
 
There are some famous examples of mentoring relationships, those including Ian Botham, 
Brian Close, and Kevin Keegan by the great Bill Shankly. There are many business-
mentoring relationships, notably Chris Gent and Arun Sarin at Vodaphone.  
 
There are consistent confusions around what exactly mentoring is and how it is different to 
coaching. Coaching is defined as ‘developing a person’s skills and knowledge so that their 
job performance improves, leading to the achievement of organisational objectives. It targets 
high performance and improvement at work, and can have an impact on the individual’s 
private life. It usually lasts for a short period and focusses on specific skills and goals.  
 
Mentoring is the long term ‘passing on’ of support, guidance and advice in the workplace and 
is described as a relationship in which an experienced colleague uses their knowledge and 
understanding of the work or workplace to support the development of a junior or 
inexperienced member of staff. It is also a form of apprenticeship, whereby an inexperienced 
learner learns the ‘tricks of the trade’ from an experienced colleague, backed-up, as in 
modern apprenticeship by offsite training.  
 
Mentoring is used specifically and separately as a form of long term, tailored development for 
the individual, which brings benefits to the organisation. The characteristics of mentoring are: 
 


 It is essentially a supportive form of development 


 Focusses on helping an individual manage their career and improve skills 


 Personal issues can be discussed more productively; unlike in coaching where the emphasis 
is on performance at work. 


 Mentoring activities have both organisation and individual goals. 


 Ongoing relationship that can last for a long time 


 Can be more informal and meetings can take place as and when the mentee needs some 
guidance and/or support  


 More long, term and takes a broader view of the person. Often known as the ‘mentee’. 


 Mentor usually passes on experience and knowledge. The mentor is normally more senior. 
Agenda is set by the mentee and the mentor providing support and guidance to prepare 
them for future roles 
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The benefits of mentoring… 
 
 


Mentoring will have a clear and positive effect on the personal and professional development of the Mentee. It is 
also intended to benefit the Mentors and the organisations they work for. 
 
Being involved as a Mentee, you should expect to: 
 


 Identify areas of development and improve self confidence 


 Confront current situations and issues  


 Lead the agenda 


 Ask the questions you need answers to 


 Be prepared to probe rather than accept the first answer 
 
As a Mentee, involvement will benefit you and the organisation as the project allows you the opportunity to:  
 


 Increase your understanding about yourself and situations 


 Develop and practise your listening skills 


 Learn from your mentor 


 Improve job satisfaction, motivation and enhance peer recognition 


 Encourage self-reflection and develop specific skills 


 Develop a career plan 
 
Your involvement as a Mentor supports a Mentee by: 
 


 Giving them an insight into your work and career 


 Assisting them with practical tips on planning a successful job search, strategy 


 Offering advice and guidance with the career thinking 


 Developing understanding, skills and problem solving support 


 Encouraging reflection and recognise and celebrate effective practice 


 Identifying areas for developing and improve self confidence 
 
As a mentor, involvement will benefit you and the organisation as the project allows you the opportunity to: 
 


 Develop and practise coaching skills (questioning, listening, facilitating skills) 


 Demonstrate your commitment to equality and diversity  


 Gain a real understanding of diversity issues facing HR & OD 


 Share the knowledge and experience gained 


 Take part in an innovative project 


 Improve job satisfaction, motivation and enhance peer recognition 


 Encourage self-reflection and develop specific skills  
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The Mentor’s Role 
 


 
The relationship between Mentor and Mentee is very much Mentee-centred focussing on their professional and 
personal development. It may include the giving of advice, information, establishing facts, sign posting, and self-
appraisal. Whatever the techniques, the emphasis is on enabling and empowering the Mentee to take charge of 
their development and their environment. 
 
To allow this transition the importance of interpersonal skills is essential. These skills include listening effectively, 
empathy, understanding a non-judgemental approach and the ability to facilitate through skilled questioning. 
 
The role of the Mentor is to: 


 Listen 


 Question, to probe facts  


 Give information, knowledge about the organisation/occupation and informal networks 


 Give advice on career development 


 Offer different perspectives 


 Offer support and encouragement 


 Draw on own experience when appropriate  


 Confront and discuss current issues 


 Take the lead and make decision in the early stages of the relationship 
 
In addition, encourage the Mentee to: 


 Listen 


 Clarify understanding 


 Share thinking 


 Review and reflect on oneself 


 Change assumptions 


 Consider different perspectives 


 Develop and manage a career plan 


 Take responsibility for their own development 


 Make decision to maximise the outcomes of the Mentoring Relationship 
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The Mentee’s Role 
 


 


 
The relationship between Mentor and Mentee is very much Mentee centred. The Mentee is 
expected to take ownership and drive of the relationship; drawing on the Mentor’s knowledge and 
experience as required. The Mentee is expected to be open, honest and receiving, to empower the 
Mentor to talk openly and honestly in order to assist the Mentee to take charge of their 
development and their environment.  
 
The role of the Mentee is to: 
 


 Communicate their circumstance clearly, concisely and honestly 


 Question where they do not fully understand or comprehend 


 Provide information, knowledge about organisation/occupation and career to aid their Mentor    
with the provision of advice and support 


 Act upon advice on career development 


 Accept differing perspective 


 Accept support and encouragement 


 Provide own experience to aid discussions 


 Take the lead, guide and make decisions – when the relationship is established.  
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The Mentoring Relationship 
 


The Mentoring relationship can be a very powerful and positive experience. It enables and 
develops a great sense of confidence, enhancing the professional and personal skills of both 
parties. There are a number of factors needed so that the experience/relationship is a success! 
 
Factors for success 
 
These include: 


 Clear guidelines for the roles and responsibilities of both parties  


 Agreed and shared understanding of the nature and type of support 


 Commitment towards the principles and value of the Mentoring Scheme 


 The skills of both the Mentor and Mentee 


 Clear communication in both directions 
 
Clear communication is the foundation where all factors link together. It is through positive and 
developmental dialogue that a successful Mentoring Relationship can develop allowing both 
parties to bring forward their ideas, enter discussions and maintain professional development. It is 
within this environment that both parties can flourish. 
 
There are a number of activities involved with a Mentoring Relationship, a few examples below: 
 


 Initial contracting meetings 


 Work shadowing (where Mentoring takes place through Line Management) 


 Review discussions  


 Making use of a learning log 


 Building a portfolio of record of achievement 


 Personal support 


 Reviewing the relationship 


 Ending the relationship – when agreed goals have been achieved 
 
Tasks include: 
 


 Negotiating and agreeing 


 Identifying needs 


 Observing  


 Recording  


 Giving and receiving feedback 


 Assessing 


 Advising 


 Informing 


 Problem-solving 


 Target setting 


 Clarification of strategies and actions 


 Evaluating  
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The mentee should provide the following commitment to the following tasks: 
 


 Identifying issues or situations 


 Questioning 


 Discussing 


 Note taking 


 Action planning 


 Researching 


 Task completion  


 Evaluating  
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Top Tips for Mentoring  
 


Active Listening  
 
Active listening is the ability to listen and internalise what is being said; essentially listening and 
understanding. You can use your whole self to convey the message of an active listener involved 
in the discussion, showing interest, gaining trust and respect. This can be achieved by using verbal 
and non-verbal communication. Non-verbal communication has more impact than words alone, so 
facial expression, eye contact, non-verbal prompts (e.g. head nodding) and body posture (leaning 
slightly towards the Mentee, showing interest) will contribute towards building upon the 
professional relationship and improving discussions.  
 
Your surroundings can also be utilised to create a climate appropriate for discussion to occur. The 
aim is for a quiet, pleasant and relaxed environment with no physical barriers (e.g. a desk between 
Mentor and Mentee) to be used to conduct the meeting in.  
 
Within active listening, we can concentrate on two important aspects used within mentoring, these 
being:  
 
1. Being focused: Keeping the Mentee focused on a specific discussion topic, keeping the 
conversation confined around one area. This is difficult, as Mentees in the early stages of 
Mentoring tend to have many questions and move from one to the other without linking or having a 
structured approach. 
2. Using verbal prompts: Using sounds or key words to encourage the Mentee to talk more clarify 
a point or extend an idea, for example: 
 
The use of expressions like ‘I see’ and Go on…’ and by using sounds like ‘Uhhuh’ and ‘Ye-e-s’.  
 
There are of course barriers to active listening, which anyone involved in mentoring needs to be 
aware. Awareness of these barriers will allow the Mentor to encourage, support, show interest and 
respect to the Mentee. Barriers to listening include:  
 


 Tuning in and out – on average we think approximately four times faster than we speak, 
leading to listeners tuning out, using the space to address their own thoughts or concerns 
rather than staying tuned into the listener.  


 The glazed look – there are times when an individual will concentrate on the speaker 
(Mentee) rather than on what is being said for whatever reason, bringing on that glazed 
look on the face of those listening, a look we all recognise.  


 Mentee-centred – issues discussed are less important to the Mentee, our discussions 
should always work around the development of the Mentee and not the subject being 
discussed. 


 Becoming heated – certain phrases, words and views may cause Mentors to feel as if they 
should dive in with their own opinions; resulting in the Mentee becoming irritated, upset and 
switching-off. It is OK to give your own view but remember the professional discussion is for 
the Mentee and it is their ‘arena’ with the Mentor’s primary task being that of the 
facilitator/listener.  
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Giving space – during discussions the Mentee will have silences and spaces, which will vary in 
length. Try not to rush in and fill these, as we all have differing periods of reflection and thinking. It 
is important to allow the Mentee time to internalise their thoughts.  
 
Using the art of questioning, if used effectively, is a very useful and powerful tool. It allows the 
Mentee– Mentor relationship to develop, assisting the Mentor in understand the Mentee’s situation 
or dilemma, assisting the Mentee in exploring and understanding their experiences with the hope 
of formulating avenues and actions for the future. There are many reasons to ask questions, they 
may be:  
 


 To satisfy curiosity  


 To obtain or clarify information  


 To assist in exploring an issue  


 To look at possible alternatives  


 To check understanding  


 To challenge contradictions, views etc.  


 To move the discussion forward  


 To direct the discussion  
 
It is important to select those, which are of greatest use. Questions can essentially be broken down 
into two types, closed or open questions.  
 
Open Questions: These are questions which require more than just a ‘yes’ or ‘no’ response and 
usually begin with ‘How?’ ‘Where?’ ‘What?’ ‘Who?’  
 
Questions beginning with these can be used to:  
 
Gain information:  
‘What happened as a result of…?’  
 
Explore personal issues: 
‘What is your view on…?’  
‘What are you expecting to achieve?’  
‘How are you feeling having...?’  
 
Consider and explore avenues: 
‘What are the possible options for...?’  
‘What may help when...?’  
‘How would you deal with...?’  
 
Closed Questions: These are questions, which evoke a ‘yes’ or ‘no’, response and in doing so 
narrow down the opportunity for the Mentee to expand, closing down the discussion e.g. ‘Do 
you…?’; ‘Did you…?’  
 
Continual use of closed questions will restrict the discussion, resulting in the Mentee saying less 
and the Mentor asking more and more questions. The overall effect is poor communication and a 
difficult environment to work within. There are times when closed questions are useful. They can 
be used to summarise and confirm a discussion bringing parties up to speed and to the same level. 
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   Preparation for the Mentor 
 


Concerns 


 


When building a new relationship, mentors may have some concerns and questions how they can 
facilitate the process of Mentoring. Some of these concerns could look like the following: 


 


 Will we get on? 


 Will there be enough time for the meetings? 


 What am I supposed to do? 


 Will I be able to do this? 


 Confidentiality? 


 What if things go wrong? 
 
The mentor and mentee can start to look at these issues prior to the initial contracting meeting. 
Reviewing past experiences and looking at the expectations of the Mentoring Programme to do 
this. This will allow both parties to prepare, share understanding and formulate any questions, 
which can be raised and answered both at this state and at stages prior to the first meeting. This 
reflection will also invite you to consider issues that may be important for the future success of the 
Mentoring relationship.  
 
The Initial Contracting Meeting 
 
The initial meeting is crucial to the whole process as it:  
 


 Sets the stages for the relationship 


 Allows a forum to establish the parameters, essential for the success of the mentoring experience.  
 
If it is the time to set, clarify and agree issues: 
 


 The purpose of the mentoring scheme and your expectations of what you hope to get from the 
experience. 


 The framework for supporting activities - what and how will these be delivered? What preparation 
prior to the meetings is needed? Each other’s responsibilities? 


 Issues around time – frequency of meetings? How long will these meetings be?  


 Review meetings – important to review the aims, objectives and consider how the relationship is 
developing and changing.    
 
At the end of the initial meeting, both parties need to reach a shared agreement that states clearly 
what each party expects to give and gain from the relationship. This agreement can be verbal or a 
simple written summary that can be used. A written version may be clearer and more useful. The 
mentor and mentee may decide to have an additional meeting if the agreement/outlines are not 
clearly set out.  
 
The Mentor and Mentee may want to consider the following when looking at an agreement: 
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 How might the agreement help – what do we want to achieve and what is the commitment from 
both parties?  
 


 Would the agreement be unhelpful? How would it be unhelpful? 


 How do you feel about setting up a Mentoring agreement? 
 
Mentor – Mentee Meetings 
 
The meetings are the central function to the mentoring relationship that allow a discussion on 
experiences, giving and receiving feedback, exploration of issues and talking through options for 
future actions and development. The Mentor acts as a facilitator/ enabler through skilful 
questioning, a non-directive, non-judgemental approach and the use of different strategies. All this 
needs to happen within an agreed framework around a clear purpose or purposes. 
 
The main purpose of the meeting may include: 
 


 Reviewing experience 


 Giving feedback 


 Identifying strengths and achievements 


 Identifying weaknesses and areas for development 


 Exploring options 


 Teaching or coaching specific skills and techniques 


 Engaging in discussions on professional issues 


 Agreeing support needs 


 Setting targets for the future action  
 
The emphasis on the purpose will vary both during the meetings and during contacts. The 
meetings are not the sole point of contact as individuals may use the telephone and e-mail for 
shorter types of contact.  
 
How can these meetings work? 
 
Structure, purpose, content and process.  
 
This could take the form of the following questions to identify: 
 
Looking back at recent experiences – how have things been going? What has worked well? What 
hasn’t worked? 
Discussing present experiences – what are your thoughts now, in the light of what has been 
discussed and raised? 
Discussing future options – exploring and agreeing goals for future actions, discussing ways to 
meet the identified needs, developing potential, clarifying and agreeing the support needed.  
 
There are normally three key process stages within the review meetings: 
 


1. Establishing the task and people parameters-, developing trust, connecting with each other, setting 
the agenda and ground rules. 


2. Exploring and clarification – of issues raised, Mentee’s thoughts and feelings and the Mentor’s 
views 
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3. Identification and agreement – targets and tasks for the future action for both parties. 
 
The Mentor’s skills as a reviewer 
 
In order for the review meeting to be productive, the Mentors ability to use their skills is crucial. The 
core skills with involve displaying respect, understanding, empathy, the ability to clarify, active 
listening, questioning, focusing, delivering feedback, summarising, negotiating, solving problems, 
target setting and action planning.  
 
The core skills demonstrate that the Mentor has an imperative role as the Mentor has to be 
competent in empowering the Mentee that is the catalyst/ driving force allowing them to develop. 
The mentor will utilise their expertise, experience, knowledge base to access the Mentee and the 
situation within the Mentoring Process.  
 
Providing Feedback to the Mentee 
 
Feedback is important, as it is a tool to review and develop. Feedback can be a difficult tool to 
provide, there are four important characteristics that will help support the mentoring relationship 
that will make feedback much more receptive and genuine.  
 


1. Trust and Respect – this develops through time as the relationship becomes stronger and open. 
This will also develop in how the feedback is given, such as genuine feedback with the purpose on 
development – how can I be the best I can be. How can you be the best you can be? 


2. Quality of the information – establish the facts, no presumptions or assumptions. This can be 
done using lots of open questions and closed questions to clarify what is being said. Failure to do 
this could jeopardise the relationship.   


3. Two-way discussion – there must be two-way dialogue where both parties are involved and 
engaged. This needs to focus on ideas, views and opinions from both. Failure to do this again 
could jeopardise the relationship if the Mentor takes control, the mentee will lose empowerment 
whereas if the Mentee takes control, the Mentor could lose a sense of purpose and structure to 
both the Mentoring Relationship and Process.  


4. Developmental Feedback – feedback that searches for ways forward – what have I done? What 
do I need to change? How do I do this? By me doing this, how will this have an effect on my 
delivery – target, who/why am I doing this and what do I want to achieve? 
 
How can this be achieved? 
 


 Specific – what exactly am I doing or need to do to achieve the desired outcomes? 


 Evidence Base – what are the facts, what do I need?  


 Parameter Bound – what is our purpose? What do I want to achieve from this experience? How 
are we going to do this? And by when? 


 Realistic – setting realistic agreements are important. If expectations are not managed, it could be 
difficult to achieve the desired outcomes. People like to see short terms win to gain a sense of 
purpose and reward. If a lack of tangible output is achieved both parties could lose synergy for the 
relationship and scheme.  
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 Checking – presuming or assuming can be a huge risk as it is important that both parties are 
certain on what they want to achieve. Using feedback and communications allows both parties to 
be specific, regularly and efficiently where the facts are clear from the start and maintained 
throughout. Closed questions is an important tool to achieve this. Questions such as ‘Can I just 
clarify you said…’ just to check you will move forward with X Y and Z’.  


 Honesty – as mentioned previously, honesty is an important characteristic to support genuine 
feedback. If the Mentee feels that the feedback is genuine and coming from a place of wanting, the  


 Mentee to ‘be the best that you can be’ the mentee will be more receptive and more inclined to 
follow through with task in hand.  
 
Moving on 
 
A review and feedback session will be important to lead to tangible outcomes. These clear 
outcomes will support direction and achievements for both parties and identify areas of strength, 
achievement and what has worked and why.  
 
The relationship will evolve overtime as it will also be reviewed depending on the output from the 
Mentor/Mentee.  
 
This stage will be a key highpoint in the process at which point the desired outcomes are met and 
the relationship/partnership will end. At this point, the Mentee will have become an independent 
learner with the ability to facilitate his/her own development without the aid of the Mentor in the 
specific field that the Mentoring scheme was used for.  
 
At this point, there is a degree of sadness or regret in ending an effective relationship, many of 
these relationships are still maintained after the mentoring relationship, as the rewards gained from 
this are normally useful and utilised for life. It is important that the relationship finishes on a positive 
note and celebrate the success in the final review.  
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    Preparation for the Mentor 
 


The mentee is responsible for their own growth within the Mentoring Scheme and need to take an 
active lead in the discussions taking place. They are empowered to take control on their own 
development by managing themselves, using the mentors as facilitators. The Mentor has decided 
to accept responsibilities in contracting with the Mentee in a Mentoring Relationship.  
 
The relationship will only work if the Mentee is aware of these responsibilities and is empowered to 
take accountability of them. 
 
The Mentee can support the development of the relationship by: 
 


 Being Clear and Concise – clear communication of your needs and aspirations from the mentor 
will make the meeting focussed and both parties will know the vision(s) for what they want to 
achieve.  


 Networking – use any contacts and confidential information sensibly, seeking permission form the 
mentor using their names or details. 


 Taking Action – agreed tasks need to be completed within agreed time frames – failure to 
implement and have an awareness of short term wins, synergy will be lost within the process and 
can difficult to revitalise.  


 Not making demands – Mentor-Mentee Relationship can be seen as a luxury, which can be the 
first task to be cut, if workloads are demanding. It is crucial that time is made and managed so that 
the long-term effects of mentoring can be seen.  


 Remembering – mentoring is just as much the Mentee’s responsibility. It is a two way process and 
you will only get out what you are prepared to put in.  
 
The mentee can start to ask questions to support themselves in bringing forward any concerns, 
ideas, hopes and/or experiences.  
 
Review Meetings   
 
The Mentee needs to prepare for all review meetings to reflect on their experiences to develop 
themselves for the future, exploring options using the Mentors Input.  
 
Here are some questions to think about: 
 


 I am experiencing difficulty with… 


 In terms of support, I may need… 


 I want to develop my skill(s) in… What would you suggest? 


 Thing that have gone well are… 


 How can I find out more about…? 


 In have appreciated your support and ideas on… etc 
 
These are only limited examples that allow to probe and reflect on particular thoughts. A learning 
log, journal or diary system can beneficial to the mentor in addition to the papers provided by the 
HR & OD Team, as part of this pack.  
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A learning log/recording system allows the Mentee to self-review, self-reflect and it is a through 
process to learn, develop and take ownership of the process.  


 
 Questions below outline how to reflect recognise achievements and identify areas of development: 
 


 What have I achieved? 


 What have been the difficult areas when…? 


 What analysis has come from? 


 What have I learnt from…? 


 What do I need to change so I can…? 


 What do I need to develop to allow me to…? 
 
Some themes to remember when using a log or recording system include: 
 


 Reflection and analysis – concentrate on key learning points 


 Support and development needs – be specific on what this looks and feels like 


 Difficulties that were encountered and how they were resolved 


 Identified strengths 


 Achievements and successes  


 The recording system is the Mentee’s account of the scheme; therefore, it is important to share 
with those who have contracted into the Mentoring Programme with you (Mentor + other 
Mentee/Mentors, to share practice?) 
 
Mentoring works through buy in which support driving it forward. It is a two way process that is a 
tool for develop. Both the Mentee and Mentor are equal partners in a relationship, which allows you 
to access professionals from the world of work, using the skills expertise and experience within the 
organisation to develop yourself! 
 
The Top Tips for Mentor’s section is just as useful to the Mentors as it is for the Mentee. It is 
helpful to understand the Mentor Materials to understand what is involved and the process 
followed.   
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staff home * Dewch yn Fentor Cymraeg / Become a Welsh Language

Staff information Mentor

e R e Ydych chi'n siarad Cymraeg? Oes gennych ddiddordeb mewn mentora dysgwr Cymraeg? Are you a
Welsh speaker, interested in mentoring a Welsh learner?

Dewch yn Fentor Cymraeg /
Become a Welsh Language
Mentor 1gefnogi dysgwyr Cymraeg yn y cyngor, mae AD a DS yn rhoi'r cyfle i ddysgwyr gael e mentora gan weithwyr yn
yr awdurdod sy gallu siarad Cymraeg.

Gall cyflogwyr gymryd han yn y rhaglen fentora yn ystod oriau gwaith, er mae' bwysig eich bod yn cael caniatad
gan eich rheolwr linell cyn mynegi'ch diddordeb.

Beth yw manteision mentora?

Gwella sgiliau cyfathrebu a phersonol.
Datblygu sgiliau arwain a rheoli

Atgyfnerthu'ch sgiliau astudio a'ch dealltwriaeth o'ch testun(au)

Cynyddu'ch hyder ach cymhelliant

Cymryd rhan mewn cyfle gwirfoddoli, cael eich gwerthfawrogi gan gyflogwyr
Gwella'ch CV

Ehangu'ch cylch cyfeillion

Ennill cydnabyddiaeth am eich sgiliau a'ch profiadau

05 oes gennych ddiddordeb mewn bod yn Fentor Cymraeg neu os oes angen rhagor o wybodaeth arnoch, e-
bostiwch Mathew Fisher, Mathew Fisher@abertawe.gov.uk.

To support Welsh learners in the council, HR+OD are providing learners with the opportunity to be mentored by
employees who can speak Welsh in the authority.

Employees can take part in the mentoring programme during work time, although s important that you get line
management agreement before registering your interest.

What are the benefits to mentoring?

Improve communication and personal skills
Develop leadership and management qualities

Reinforce your own study skills and knowledge of your subject(s)
Increase your confidence and motivation

Engage in a volunteering opportunity, valued by employers
Enhance your CV

Increase your circle of friends

Gain recognition for your skills and experience
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				Service Centre 1-1 Template



						Section		Workforce ARC Team





						Name														Date







						On a scale of 1 to 10 - how are you feeling?



						1		2		3		4		5		6		7		8		9		10



						(use colour to highlight box eg above)

						Further discussion - if low "why what's happened/do you want to talk about it?   If high, good news also needs to be acknowledged/discussed (use box below)























						On a scale of 1 to 10 - how is working from home



						1		2		3		4		5		6		7		8		9		10



						(use colour to highlight box eg above)

						Further discussion - if low "why what's happened/do you want to talk about it?   If high, good news also needs to be acknowledged/discussed (use box below)





























						Is there anything worrying/bothering you that you'd like to talk about?





















						How do you think things have gone since our last 1-1, have you been able to meet your targets, or has anything prevented you from doing this? If no fixed targets can use Stats from previous month.

						Review on Stats for Payroll Month       (              )



						Appl. Downloads:



						Starters		Leavers:		Adverts:		Other:		Total Transactions:



						Leave Taken:

						Previous Stats:				Mar:		Apr:		May:



						Is there any additional training you would like that would help in your role and/or  personal development?





















						What do we need to achieve before our next 1-1 (actions/target setting)





















						Points for discussion from Supervisor/Team Lead										(Praise/areas of concern - give an update on projects/other areas eg

																(Oracle Fusion, wider Council work or team/Service Centre specific)

























						Any additonal notes/comments
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1. Policy Statement 


1.1. Performance management is a process which contributes to the effective 
management of individuals and teams in order to achieve high levels of 
organisational performance.  It is about establishing a culture in which 
individuals and groups take responsibility for the continuous improvement of 
business processes and of their own skills, behaviour and contributions as 
appropriate.     


1.2. Effective performance management involves sharing expectations of 
employees and managers.  It enables both parties to set and agree targets, 
measure and review performance and repeat this cycle to support the 
achievement of organisational, team and individual goals.  


1.3. The City and County of Swansea aims to establish and embed a culture of 
performance management via competency based performance development 
appraisal reviews, training and development processes, succession planning, 
business planning and workforce planning.   


1.4. The Council recognises that employees perform most effectively when they 
have clear expectations of their job role and purpose, their own targets or 
objectives, and understanding of the wider aims of the service and the 
organisation.   


1.5. Effective employee performance management will also support improvement, 
innovation and change within the Council.   


1.6. The Employee Performance Management Policy outlines the processes that 
will help managers identify gaps between current and future levels of 
performance.  The policy will enable them to take positive appropriate action 
to support employees to improve their knowledge, skills and competence 
within their role in order to ensure that we successfully deliver our services.  
These are designed to be positive experiences and are not to be used as a 
form of disciplinary action or to deal with capability issues.  


1.7. Managers must ensure that they pay due regard to the provisions of the 
Equality Act 2010 in relation to career management, succession planning and 
training and development.  Reasonable adjustments may need to be 
considered for those with specific requirements arising from a particular 
protected characteristic.  


1.8. Employee performance that fails to meet corporate standards of behaviour 
and competence will be addressed through the appropriate HR Policy (such 
as the Capability Policy or where necessary the Council’s Disciplinary Policy). 


2. Scope 


2.1. This policy applies to all employees including centrally employed Teachers 
and those support staff that are funded centrally e.g. certain Teaching 
Assistants in Special Teaching Facilities and Special Schools.  This policy 
does not apply to school based staff who are directly appointed by the 
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Governing Body. This policy does not apply to Unattached Teachers as there 
is a separate policy for this.  


2.2. It is the responsibility of all employees to familiarise themselves with and 
adhere to this policy. 


2.3. In accordance with the Council’s Agency Workers Policy it is at the discretion 
of the relevant supervising manager as to whether a Performance Appraisal 
and Development Review is appropriate for an Agency Worker engaged by 
the Council so that outcomes for the post can be achieved. 


2.4. This policy relates to all current paper based performance appraisal and 
development review processes.  The Council may decide to implement new 
technology based appraisal processes in future, therefore this policy will also 
apply to the software based process.  


3. Roles and Responsibilities 


3.1. Performance management is the responsibility of everyone within the Council. 
Performance management is a process which contributes to the effective 
management of individuals and teams in order to achieve high levels of 
organisational performance. As such, it establishes shared understanding 
about what is to be achieved and an approach to leading and developing 
people which will ensure that it is achieved.  In practice, performance 
management requires a robust and inclusive process to ensure that managers 
and employees: 


• know and understand what is expected of them 
• have the skills and ability to deliver on these expectations 
• are supported by the organisation in developing the capacity and 


capability to meet these expectations 
• are given feedback on their performance 
• have the opportunity to discuss and contribute to individual and team 


aims and objectives.  


3.2. In particular, the Head of Human Resources is responsible for maintaining and 
reviewing this policy in line with changing legislation and codes of practice. 


3.3. The Chief Executive and Directors are responsible for ensuring that the overall 
Employee Performance Management process and its implementation is 
carried out by the workforce according to the policy and procedure.  


3.4. All Heads of Service are responsible for overseeing and enabling: 


• managing the performance of their employees; 
• achievement of corporate performance indicators  
• the development of staff within the service 
• appropriate allocation of any existing training budgets to meet 


development needs for staff within their service  
• ensure that the right people are in the right place, at the right time with 


the right skills to deliver the service 
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• ensuring that the department operates according to this and other 
relevant policies and procedures.  


3.5. Managers are responsible for: 


• managing the performance of their employees 
• ensuring that employees have work targets and objectives set  
• appraising the performance of employees at least once per year 
• ensuring that appropriate learning and development activities are 


planned and available to employees to address learning needs 
identified during the process and that these activities are achievable 
through service budget  


• meeting employees on a regular basis to review progress (one-to-one 
or supervision meetings) 


• where appropriate, hold reviews to discuss progress on targets and 
development activities  


• raising awareness/informing employees of this policy document and 
other relevant policies and procedures.  


3.6. Employees are responsible for: 


• taking an active role in reviewing their own performance and target 
setting  


• taking up appropriate/relevant learning and development opportunities 
• managing their own continuous professional development as 


appropriate 
• familiarising themselves with and adhering to this policy. 


3.7. Human Resources and Organisational Development are responsible for: 


• providing advice and guidance to managers on implementing the 
Employee Performance Management Policy 


• ensuring that appropriate corporate training and development 
programmes are available to support managers and employees 


• monitoring and reporting on the implementation of the process and 
delivery of corporate training and development across the Council, as 
appropriate.  


4. Competency Based Performance Management  


4.1. The Council uses a competency based employee performance management 
process to support the development of its employees. This process is 
mandatory and must be carried out annually as a minimum..  Meetings for 
senior managers should take place when the annual Business Planning and 
strategic planning is completed.  Reviews with other employees should take 
place as soon as possible after senior manager reviews have taken place. 


4.2. A 'Competency' is generally defined as the behaviour that employees must 
demonstrate in order to carry out the tasks to achieve appropriate levels of 
performance and service delivery. 
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4.3. Competencies provide an agreed standard of expected behaviours during the 
performance of roles, as outlined in the job and person specification and role 
profile of the post holder. Understanding the competencies required of a 
specific role allows employees and managers to have straightforward 
conversations about the expected levels of performance and behaviour, in 
order to ensure that required tasks are completed to satisfactory standards. 
They also enable conversations to be had in relation to any variations 
between actual performance and behaviour from the standards required. 


4.4. Each job in the Council has been allocated to a role profile and the role 
profiles have competencies already applied to them.  For the City and County 
of Swansea, there are three competency frameworks: 


• General Workforce Competency Framework (‘A’ Role Profiles) 
• Management and Leadership Competency Framework (‘S’ Role 


Profiles) 
• Corporate Management and Leadership Framework (for Heads of 


Service, Chief Officers and Directors) 


4.5. There are two groups that have been identified that will undertake the 
Employee Performance Management process. 


4.6. Post holders will use the form appropriate to the grade their post is allocated 
to: forms are available for posts Grades 1 -7 and for Grades 8 and above.   


4.7. We have also designed specific forms for post holders that have direct contact 
with customers or have a front line role.  These forms are called the 
‘Performance Appraisal Review Form’ (Form 1) and ‘Performance 
Development Review Form’ (Form 2).   


4.8 Senior Managers at Head of Service level and above will complete their own 
Performance Appraisal and Development Reviews, where applicable, using 
the appropriate approved form. 


5. Corporate and Service Priorities and Plans 


5.1. The Council’s corporate priorities and improvement plans provide the strategic 
framework for corporate and service objectives as outlined in the business 
plan, sometimes referred to as the ‘Golden Thread’.   


5.2. Managers are responsible for interpreting these for their staff by setting 
appropriate targets and objectives during review meetings and one-to-ones.  It 
is the employee’s responsibility to deliver on those objectives with appropriate 
support from their manager.  


6. Continuous reviews of performance  


6.1. Performance management is an ongoing process and should go beyond the 
formal Performance Appraisal & Development Review meetings.  Review 
meetings such as one-to-one/supervision and regular Development Review 
meetings support the Employee Performance Management process. 
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6.2. Where performance does not improve, then the Council’s formal Capability 
Policy may apply. 


7. Job and person specifications and role profiles 


7.1. The post holders job and person specification and role profile should be 
reviewed with the post holder prior to the formal meetings as this is viewed as 
a ‘business as usual’ management activity.  Changes to a role can occur at 
any time throughout the Employee Performance Management year, and 
therefore these changes should not wait until the Performance Appraisal and 
Development Review meeting to be discussed.  You may wish to use a one–
to–one PDR meeting to undertake a review of the Job and Person 
Specification. 


7.2. As a rule of thumb, job and person specifications and role profiles should be 
reviewed by the manager and the employee on an annual basis to identify any 
changes that may have occurred within the role.  


7.3 For groups of staff undertaking the same role, it is recommended that the line 
manager reviews the job and person specification on an annual basis to 
ensure it accurately reflects the duties required. 


7.4  If both parties agree that there has been a significant change within the role, 
then consideration should be given to whether the role requires a formal 
review by a Job Evaluation specialist.  


7.5 If there is any doubt, managers and employees should seek advice and 
guidance from their Human Resources Officer.  


8. Starting the Employee Performance Management Process 


8.1.  Under the policy and procedure, the performance cycle should be aligned with 
the Service Business Planning Cycle.   


8.2. Appropriate training must be undertaken by all parties before any Performance 
Appraisal and Development Review is carried out.  This may include attending 
courses, undertaking e-learning or attending management briefings. 


8.3. All managers must attend training on the new process.  This is a mandatory 
HR policy course provided by the Corporate Training and Development Team.  
This course will form part of the mandatory suite of courses for all new 
managers as part of their Induction process. 


8.4. It is expected that managers and employees refer to and use the policy and 
procedures for undertaking Performance Appraisal and Development Review  
meetings.  An electronic copy of the Employee Performance Management 
Handbook will be available via a link on the Corporate Training e-learning 
course.  The Corporate Learning and Development team can also issue 
managers with this handbook when they attend Corporate Learning and 
Development. This will provide the necessary guidance and support to the 
process.  Employees will also be provided with relevant guidance and support 
as required. 
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8.5. Refresher training should be undertaken by line managers and supervisors at 
least every three years to ensure skills are maintained and updated as 
appropriate to the current policy and procedures. 


8.6. All Performance Appraisal and Development Reviews are to be carried out 
during the working day and no employee should be disadvantaged for 
preparing and participating in such processes.   Meeting records will be stored 
accordingly either centrally or securely by the manager in accordance with 
confidentiality procedures.   


9. New employees 


9.1. New employees should be set objectives as part of their induction.  Sections B 
and C of the appropriate Review form can be used to do this.  Employees will 
have their performance monitored under the probationary period.   


9.2. Probation periods for new employees usually cover the initial six months of 
employment; there may be instances where the period may be three months 
or twelve months, depending on the role.   


9.3. New employees should have their ‘Six month review’ as outlined in the 
Council’s Probation Policy. Refer to the Probation Policy for procedures 
regarding unsuccessful probation. 


9.4. Where probation is successful, it is recommended that the employee and 
manager undertake regular Performance Appraisal and Development Reviews 
in line with the Employee Performance Management timetable within the 
Service Business Planning process.  This is in order to ensure that the 
employee knows what is expected of them, their performance is monitored 
and support is provided and objectives are reviewed and amended where 
needed.   


9.5. This information, together with the job and person specification, role profile 
and work programme (where appropriate) will be used for the first 
Performance Appraisal and Development Review.  


10. One-to-one/supervision meetings 


10.1. Managers should hold one-to-one meetings with all employees on a regular 
basis.  It is recommended that meetings are held every four to six weeks (or 
within locally agreed time frames where appropriate).  


10.2. In some services, one-to-one meetings with employees may not be 
appropriate given the nature of the job role involved.  


10.3. In social care settings, one-to-one meetings are replaced by ‘supervision’ 
meetings with a similar frequency and will be classed as one-to-one meetings.   


10.4. Outcomes of one-to-one meetings should be recorded by the manager in 
writing and countersigned by the employee.   


10.5 Performance Appraisal and Development Reviews do not supersede 
‘Supervision’ processes for Social Services staff; they are in addition to it and 
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are mandatory.  Supervision records can be used to support the Performance 
Appraisal and Development Review process if appropriate, or the corporate 
performance management review forms may be used to support the 
Supervision process. 


11. Performance Monitoring on a Day to day basis 


11.1. A recording mechanism has been designed to support the process of 
performance management on a day to day basis.  Although Performance 
Review forms (1 and 2) have primarily been designed for the formal process 
for operational/front line employees, Form 2 can be used by any manager as a 
tool to identify strengths and weaknesses of performance as and when they 
arise. 


11.2. All completed forms should be kept confidential and filed securely, and can be 
used to inform formal Performance Appraisal and Development Review 
meetings.  


11.3. Forms 1 and 2 for frontline employees can also be used as part of the 
Supervision process as required. 


11.4. As part of normal day to day management, initial conversations regarding 
performance issues will take place but may not be recorded in the first 
instance.  However if there is a need to address the same issue/issues over a 
reasonable period of time, then they should be recorded using the appropriate 
Performance Management Appraisal and Development form. 


12. Performance One to One meetings  


12.1. As part of daily employee/manager communications, one-to-one meetings 
take place as part of business as usual in order to discuss roles, 
responsibilities, targets and outcomes.   


12.2. Performance Development Reviews can be carried out at any time via one-to- 
one meetings, using the appropriate PADR form for the post.   


12.3. The Performance Development Review is an opportunity to: 


• Review recent performance over a set period of time  
• Identify the key performance competencies required of the role and 


post holder’s current performance, strengths and areas of improvement 
• Discuss successes and identify potential areas of concern or issues 


that may affect the output of the role 
• Identify learning and development needs and opportunities that focus 


on improving the performance of the employee and achieving the 
objectives of the role in the service/team context. 


12.4. These meetings between the line manager and the employee are designed to 
discuss the competencies relevant to a post with the post holder, when 
appropriate. The competencies discussed at the meeting should be the ones 
considered the most important for the particular role and the individual 
undertaking the role. 
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12.5. The number of competencies to be discussed should not exceed 6 in total, 
and it is recommended that around 3 should be discussed in detail.  The 
emphasis should be on which competencies are most important for discussion 
at that point in time and for future development. 


12.6. This meeting is also the appropriate time and appropriate place to identify and 
tackle any performance areas that require improvement.  These issues should 
be discussed and agreed, and the necessary support mechanisms required to 
achieve improved performance should also be agreed and recorded at this 
time.   


12.7. This meeting is also an opportunity for managers and employees to discuss 
good performance and identify strengths that can be harnessed to support 
wider team and service improvement projects.  


12.8. Managers and employees share responsibility for improving the performance 
of the post holder.  The employee is empowered to direct the improvement 
through agreed objectives based on the competencies discussed, and should 
be supported by the line manager to achieve that improvement through a 
structured and evidenced methodology.  


 


13. Team Appraisal  


13.1. Managers may consider that it is more appropriate to carry out team or group 
appraisals rather than individual appraisals, for example where there is a 
group of employees undertaking exactly the same job.  A team/group 
appraisal, if appropriate, should cover 5–10 employees, maximum and the 
process would be the same as the one-to-one process, using the front line 
Performance Appraisal Review Form 1.   


13.2. An individual employee may request an individual one-to-one meeting with 
their line manager to discuss development and career aspirations, which 
should be considered as an appropriate part of the formal appraisal process 
and undertaken according to the guidance outlined in this policy.  


 
13.3 It is recommended that the line manager reviews the job and person 


specification with the team on an annual basis. 
 
13.4 It is expected that this type of appraisal review will only be used in limited 


circumstances.  If in doubt, contact the HROD team for advice.   


14. The Performance Appraisal and Development  Review (PADR) Process 


14.1. The Performance Appraisal and Development Review is designed to be a 
positive experience.  Where issues regarding the performance or capability of 
an employee are identified, managers should address these issues straight 
away.  A Performance Appraisal Review is not the appropriate forum in which 
to raise such concerns for the first time.  It is recommended that you address 
performance issues at a separate meeting, as outlined in the Performance 
One-to-One section of this policy. 
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14.2. The conversation is not intended to be the forum for identifying or discussing 
critical failings in an employee’s performance.   


14.3. The Performance Appraisal and Development Review is an opportunity to: 


• Discuss an employee’s performance over the previous 12 month period 
• Consider a job, the performance of an individual in that job and 


evidence of their performance in that job 
• Review the objectives set the previous year, and how/if they have been 


achieved 
• Give consideration to the competencies demonstrated during the period 


under review 
• Use the opportunity to look forward to the next 6 /12 month period and 


set appropriate objectives that are agreed by the employee and the 
manager. 


14.4. Where objectives are being reviewed for the previous 12 months, if any targets 
have changed significantly in the last quarter and have not been discussed 
previously, this should remain outside of the appraisal conversation.  These 
issues should be discussed in one-to-one meetings, and recorded on the 
PADR form or the front line Form 2 if necessary.  


14.5. Future objectives for the service and directorate need to be considered as well 
in order to provide the employee with a clear understanding of what is 
expected of them over the forthcoming year. 


 
 
Before the meeting 
 
14.6 It is recommended that the line manager refers to the PADR Preparation  


checklist provided by the Corporate Learning and Development team when 
they attended the training course.   By following the steps on the checklist, you 
will be ready to have the conversation at an appropriate time and location. 


 
14.7  The PADR form should be issued to the employee in order to complete   


Section A of the form, well in advance of the arranged meeting.  The employee 
should return the form with Section A completed to their line manager at least 
one week before the arranged meeting. 


 
At the meeting 


14.8 The focus of the PADR meeting should be on specific strengths and 
development requirements of the employee’s performance rather than day to 
day routine/activities that are already carried out to an acceptable or high 
standard. 


14.9 In all cases, strengths and development needs should be based on evidence 
provided by both the employee and the manager to show where behaviours 
have been demonstrated.  The focus should be on progress made over the 
period including the amount and relevance of the support offered to assist the 
employee with achieving the agreed objectives and outcomes set the previous 
year. 
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14.10 Future objectives and personal development requirements will be discussed 
and timescales set for further Reviews over the next calendar year, as 
appropriate.  Reviews can either take the form of one-to-one/Supervision 
meetings or six month review meetings, or the next annual PADR may be 
planned in advance.   


14.11 These review meetings should cover progress on objectives and development 
activities. They will be recorded as part of the process and will become part of 
the employee’s HR record.   


14.12 Outcomes of the Performance Appraisal and Development Review meeting 
must be agreed and recorded in writing on the appropriate form, and signed by 
both the manager and employee.  The form will also be counter-signed by a 
senior manager as part of the process. 


14.13 Meeting records will be stored accordingly either centrally or securely by the 
manager in accordance with confidentiality procedures.   


15. Six month Performance Development Review (PDR) meetings (Optional) 


15.1. As set out in section 12, formal Performance Development Review meetings 
may be undertaken by the line manager and employee to review progress 
against performance and learning objectives six months after the Performance 
Appraisal and Development Review.   


15.2. The six month Performance Development Review is also an opportunity to 
review progress, make adjustments to timescales and agree new performance 
and learning objectives if appropriate.    


15.3. If any development requirements emerge as a result of a review meeting, 
follow up meetings should be held as soon as possible in order to address 
issues and minimise anxieties of both the manager and employee. 


15.4. Any training requests and requirements must be recorded as outlined in 
section 16 below, and where possible, included in Service Learning and 
Development Plan and Workforce Plans. 


16. Training and Development 


16.1. Managers are required to record ALL individual training and development 
requests and devise a formal Learning and Development plan for their section, 
in order that the authority is able to comply with the requirements of the 
Equality Act 2010 (Statutory Duties) (Wales) Regulations 2011 and collect the 
relevant information.   


16.2. The City and County of Swansea has adopted a Training and Development 
Policy which promotes the Council’s commitment to the training and 
development of all its employees in order to ensure the consistent delivery of 
quality services to its citizens.  


16.3. All managers and employees should be aware of the contents of this policy 
when undertaking Performance Appraisal and Development Review meetings. 
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16.4. An important outcome of the employee performance management process is 
to record the training and development and the learning objectives for the 
employee in the coming year.   


16.5. The learning needs identified for the Service should become part of the 
strategic planning processes for the Service.   


16.6. Any request for training or learning and development must be recorded on the 
Service Learning and Development Plan along with the outcome of the 
request.  The reasons for refusal of a request must also be recorded.  The 
Service Plan should be copied and forwarded to the Corporate Training and 
Development team to enable annual corporate training planning.   


16.7. The Service Learning and Development plan should form part of the Business 
Planning process and be used to inform Corporate Budget planning.  All 
training identified through the Performance Appraisal and Development 
Review should be collated into an annual service training plan and aligned 
with Business Planning and Workforce Planning activities.  


17. Succession Planning and Career Management 


17.1. The Performance Appraisal and Development Review and subsequent 
Performance one-to-one meetings present an opportunity to discuss wider 
development aspirations with an employee.  The benefit of this discussion is 
to allow an experienced manager to offer advice on medium or longer term 
career and development aspirations to all employees, when appropriate.  This 
may be more critical for some posts than others as the organisation is 
required to maintain the knowledge and skills of posts that are essential to the 
day to day delivery of services.   


17.2. It will also offer an opportunity for employees who are nearing the age where 
they may take their retirement pension to discuss plans for retirement or pre-
retirement changes to work patterns (e.g. flexible retirement or part-time 
working). Furthermore they form part of business continuity planning 
processes.   


17.3. It is up to the individual employee to raise this with their manager at the 
appropriate time to ensure that the manager can continue to deliver the 
service without undue disruption due to retirement.   


17.4. Employees should not be compelled to discuss career/retirement aspirations 
with their manager if they choose not to, all information must be offered 
voluntarily.  Any discussion that does take place should be of a supportive 
nature and implications for both the service and the individual should be 
considered. 


17.5. Managers must ensure that they pay due regard to the provisions of the 
Equality Act 2010 and the (Statutory Duties) (Wales) Regulations 2011 in 
relation to career management, succession planning and training and 
development.  Reasonable adjustments may need to be considered for those 
with specific requirements arising from a particular protected characteristic.  
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18. Policy monitoring 


18.1. The Council will monitor the application of this policy and has discretion to 
review it at any time through the appropriate consultation mechanisms.  


18.2. Responsibility for the implementation, monitoring and development of this 
policy lies with the Head of Human Resources.  


18.3. Day to day operation of the policy is the responsibility of nominated officers 
who will ensure that this policy is adhered to. 


18.4. Heads of Service must ensure that all managers undertake random sampling 
at each level of the management structure within its Service to ensure that this 
policy and its associated procedures are implemented correctly, with particular 
regard to regulatory and legislative compliance.   


 


 
 


Version 
Number 


Details of Change Date 


4.0 Amendment to policy. New PADR 
process outlined. 


31 March 2015 
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1. Introduction 


1.1. The purpose of this policy is to provide a framework for managers to monitor 
and support the progress of new employees in the early stages of their 
employment.  It will also enable managers to deal promptly and fairly with any 
apparent shortcomings in a probationers’ work performance or conduct in 
accordance with the procedure outlined below.  


1.2. In normal circumstances, employees will receive an interim probation report 
at the end of the first 3 months and then a final report at the end of 6 months; 
in some circumstances the probationary period may be extended.   


1.3. However, an employee’s employment may be ended at any stage during the 
probationary period in exceptional circumstances. 
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2. Scope  


2.1. All new employees will be subject to a minimum probationary period of 6 
months.  This includes both permanent and temporary employees.   


2.2. This will also apply to employees who have transferred from another Local 
Authority. 


2.3. This policy applies to all employees, other than those in Education 
Establishments with full delegated powers. 


2.4. Employees who provide care in children’s residential units will be subject to 
separate procedures.    


2.5. Please note a temporary employee who completes a probation period 
successfully does NOT become a permanent employee.    


3.  Policy Statement 


3.1. The Council is committed to helping all employees to achieve optimum levels 
of performance. 


3.2. The probationary period is a key element in the induction of new employees.  
It allows new employees to adapt to their new working environment and 
discuss their performance with their manager.  It enables managers to review 
and assess the employee’s progress on a regular basis in the early stages of 
their appointment. 


3.3. Good performance should be recognised and praised; and causes of poor 
performance should be tackled promptly. 


3.4. The focus of the probationary period should be to ensure that a new 
employee has been given the necessary support and training to carry out 
their role to the required standards.  However, if after being given appropriate 
support employees are unable or unwilling to adapt to the working methods of 
the Council, their employment may be terminated. 


4. The role of the manager 


4.1. It is important that the manager makes every effort to help a new employee 
achieve a satisfactory level of performance.  


4.2. Managers need to: 


• explain the purpose of the probationary period; 
• give clear guidance on standards of work and conduct from the outset; 
• provide appropriate training and resources;  
• review progress on a regular basis (at least once a month); and  
• confirm when probation has been successfully completed; 
• diarise probation reviews in advance. 
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4.3. Review meetings with the employee should be both constructive and 
supportive, giving the opportunity to discuss the employee’s performance so 
far. If there are any apparent issues, the manager and employee should 
decide jointly what action might help to resolve them.  If agreement can not 
be reached, the matter should be referred to Human Resources to mediate. 


4.4. It is important to carefully record the outcome of these meetings. Notes of 
these meetings should be shared with the employee, who should sign them to 
indicate they agree with and have had an opportunity to comment on them.  
This will ensure that the relevant issues for discussion are available at future 
meetings, particularly if there are areas of concern.  


4.5. The following process must be followed to ensure that the probation 
arrangements work effectively. It is the managers’ responsibility to ensure that 
this process is adhered to. 


4.6. Managers must pay due regard to the need to make reasonable adjustments 
for disabled employees. Adequate support must be provided to ensure 
disabled employees have an equal opportunity to achieve a satisfactory level 
of performance.  


5. Three month stage 


5.1. Prior to the end of the first 3 months and at least 2 weeks before, the line 
manager will complete a probation report, and then interview the employee 
before the end of the 3 month period.  The interview is designed to discuss 
the content of the report, highlight any strengths and weaknesses and review 
the overall progress to date.   


5.2. If there are any shortcomings or difficulties then these should be made clear 
to the probationer along with the appropriate steps needed to improve 
standards over the next 3 months.   


5.3. If there are cases where an employee and the manager fail to reach 
agreement on an aspect of the report, the manager should inform Human 
Resources who will discuss concerns with both parties and try to achieve an 
acceptable outcome. 


5.4. A copy of the probation report should be given to the probationer and also be 
sent to Human Resources for their personal file. 


6. Six month stage – Acceptable Performance 


6.1. Prior to the end of the first 6 months and at least 2 weeks before this date, the 
line manager will complete a second probation report (as above).  S/he 
should then interview the employee before the end of the 6 month period. 


6.2. If the performance of the employee is satisfactory, the line manager will 
confirm this, record it on the probation report and send a copy of the final 
report to Human Resources. Human Resources will then send a letter to the 
employee to confirm that they have satisfactorily completed their probation. 



http://www.swansea.gov.uk/index.cfm?articleid=46450

http://www.swansea.gov.uk/index.cfm?articleid=46450
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7. Six Month stage – Unacceptable Performance 


7.1. If the line manager considers that the employee’s performance has been 
unsatisfactory s/he may recommend either an extension of the probationary 
period or immediate termination of employment.  


7.2. If there are cases where an employee and the manager fail to reach 
agreement on an aspect of the report, the manager should inform Human 
Resources who will discuss concerns with both parties and try to achieve an 
acceptable outcome. 


7.3. An extension will normally only be an option in exceptional circumstances 
such as where it is considered that the employee is not entirely satisfactory 
but may be capable of reaching the required standard in a short period of 
time.  Alternatively, external events may have impeded the employee’s 
progress.   


7.4. The employee will be entitled to be accompanied by a companion of their 
choice who may be either a work colleague or a Trade Union representative. 


 
NB - the probationary period may be extended by a m aximum further 3 months.  
 


7.5. If the probation is extended, at the end of the 3 month extension a final report 
will be completed and the probationer’s employment will either be confirmed 
or not.   The Human Resources Officer will then confirm the decision in 
writing. 


7.6. If the line manager recommends immediate termination, s/he should record it 
on the report, inform the probationer and send a copy of the final report to 
Human Resources.  Human Resources will then follow up this decision with a 
letter.   


8. Child and Family Services – Children’s Residenti al Care Units 


8.1. The probationary period is extended to 12 months for those staff who are 
employed within the Child and Family Services Children’s Residential Care 
Units under the recommendations of the Warner Report – “Choosing with 
Care“.  This probationary period is assessed at  


• 6 weeks,  
• 3 months,  
• 6 months,  
• 9 months and,  
• 12 months, 


8.2. It is only after satisfactory completion of this probationary period that an 
appointment will be confirmed. 


8.3. The Probationary Period applies to all such appointments, whether they are 
temporary, permanent or promotional within Children’s Residential Care.  
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8.4. In line with the process set out in sections 5 – 7,, the assessment of 
performance must take place prior to the 6 weeks, 12 weeks, 6 months, 9 
months and 12 months to ensure that the employee is fully aware of her / his 
strengths, weaknesses and specific shortfalls in performance and is given the 
opportunity to address any issues. 


8.5. Managers should refer to sections 5 – 7 when managing an employee during 
their probation period.  


8.6. If at any stage the employee and manager fail to reach agreement on an 
aspect of the report, the manager should inform Human Resources who will 
discuss concerns with both parties and try to achieve an acceptable outcome. 


8.7. The Probation Report Forms must be completed for all employees employed 
in a post involving personal care or one to one contact with vulnerable service 
users. 


9. Appeals 


9.1. For appeals against dismissal, the appeal will be to the Head of Service / 
Director and the employee should inform the Human Resources Operational 
Manager stating their grounds for the appeal.   


 
Click here to access the Probation flow chart 


10. Policy monitoring 


10.1. The Council will monitor the application of this policy and has discretion to 
review it at any time through the appropriate consultation mechanisms.  


10.2. Responsibility for the implementation, monitoring and development of this 
policy lies with the Head of Human Resources. Day to day operation of the 
policy is the responsibility of nominated officers who will ensure that this 
policy is adhered to.  


 
 


Version 
Number 


Details of Change Date 


1.0 Introduction of Single Status 1st April 2014 
 



http://www.swansea.gov.uk/index.cfm?articleid=50307

http://www.swansea.gov.uk/index.cfm?articleid=45017

http://www.swansea.gov.uk/index.cfm?articleid=46450
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Coaching Skills









Questioning – Lansberg's ask/tell repertoire



The more controlling side is beneficial for simple tasks where failure is not an option. Takes less time but not motivating so coachee less likely to learn.



The more empowering side is beneficial to help the coachee think for themselves in the future. This develops the coachees problem solving skills and makes them more creative. This takes more time but is more motivational so coachee more likely to learn.













Active Listening











Active Listening

Remove distractions (e.g. turn off phone).

Body language – lean forward, sit up straight, eye contact.

Respond – nod your head, smile, ask clarifying questions.

Focus on the speaker rather than what you're going to say next.

Be open-minded- hold back on giving an opionion until you fully understand.

Provide feedback

Don't talk too much! Pauses are effective.









Models of coaching – grow model

“Goal” - Coach and coachee clarify their objectives for their discussion.

“Reality” - Self-assessment is practised by both parties.

“Options” - Coach and coachee explore their options, make suggestions and choose a way forward.

“Wrap-up” - An agreement is made on what to do next, how to overcome obstacles and a timeframe is given.







Models of coaching – oscar model

“Outcome” - Decide what the outcome of the coach and coachees’ discussion should be and what the long-term outcome should be.

“Situation” - The current situation is clarified.

“Choices & Consequences” - The coach and coachee come up with as many choices available as possible and also look into the consequences of each choice.

“Actions” -  A choice is established for the next step. Responsibility is given to the coachee for their action plan where they look at who can support them in taking action and how willing they are to take the action.

“Review” - Progress is measured. Reviewing if the actions are moving them towards their desired outcome is an ongoing process











Questions
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