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1.1 Investigate the extent to which coaching and mentoring take place within an organisation.
MAWWFRS recognises the importance and value of developing staff and has a People Development Department responsible for delivering training and development to all employees (EV1). The development of a leadership and coaching culture is supported at the highest level and is one of the objectives within the Service’s Organisational Development Plan and is Aim 1 of the Services Strategic Corporate Plan 2020-25 - Our People which aims to ensure all staff have the right knowledge, skills, capabilities providing them with the freedom to make valuable contributions to the delivery of the Service to communities they serve (MAWWFRS, 2021a) (EV2). 

In line with CIPD (2020a), MAWWFRS recognises that coaching and mentoring is a valuable development tool, that can be used to support the development and career progression, alongside other mechanisms such as training courses, self-directed learning, networking.
Aligning to Connor (2012), view that coaching and mentoring relationships that are implemented in organisations, help people to take ownership of their own development and release their potential to achieve results, a coaching and mentoring scheme was introduced in MAWWFRS (EV3 & EV4) (MAWWFRS, 2021b). Individuals of the appropriate management level, with a combination of skills/experience/credibility, interested in the scheme were able to receive formal coaching and mentoring. Once trained they were able to become coaches or mentors to individuals across the Service.
MAWWFRS has 2 level 5 and 2 level 7 qualified coaches with 3 Level 5 currently in development and 1 Coaching Supervisor (MAWFRS, 2021b). There are approx 20 mentors - who have had awareness training but not certificated. Awareness training and courses are identified through IDR and nominations. Coaching, mentoring and action learning development is also delivered pre-Assessment Development Centre for middle management candidates to adopt leadership traits in line with NFCC (EV17).
All employees both operational and support staff who believe that they will benefit from having a coach or mentor, are eligible to be considered for the scheme by submitting a request form. Mentors and coaches are allocated based on the coachee/mentee role and responsibilities. Once a suitable match is identified, the process begins. Regular meetings/sessions are held between the individuals (EV5). 
MAWWFRS has a Mentoring procedure (MAWWFRS (2021b) (EV6) in place and recognises that by drawing on the skills and expertise of members of the organisation can help other develop their skills and become more effective, thus in turn providing benefit to the organisation, aligning with CIPD, (2020a) view of mentoring.
Informal mentoring takes place daily between individuals/colleagues/teams. This peer group mentoring – is a relationship between people where one person has more experience or knowledge of a particular area/field and shares and supports the knowledge and skills to support a less experienced person such as newly recruited staff (Connor, 2012). Peer mentoring is seen as a step beyond traditional training and instruction programmes (Ashley-Jones et al, 2016).


1.2 Evaluate how current coaching and mentoring activity supports achievement of individual, team and organisational objectives.
MAWWFRS clearly recognises coaching and mentoring as an effective method of supporting people in their personal and professional development, in achieving organisational objectives, and in assisting with organisational change and development. The benefits of coaching are mutual to the individual, teams and the organisation. Take up tend to be seasonal and coincides with ADC and promotion panels where people want to progress (EV17).

MAWWFRS uses coaching models such as GROW and OSCAR which help to clarify aims, objectives and plan. Reflection and reviews of the process are also undertaken regularly to ensure the process is meeting the development needs that were identified. Learning logs are useful to capture thoughts and reflections and it is recognised that both sides can learn and benefit from a coaching/mentoring relationship. 

Many of the Service’s employees are on-call firefighters who are employed full time elsewhere or are self-employed, therefore many of the skills and development opportunities are transferrable to their other place of work, thus not only benefitting MAWWFRS but also the communities they serve.
MAWWFRS sees coaching as a development tool for individuals and teams that has been
proven to help engage, motivate and develop people at all levels and has put together a coaching guide for coaches and managers as well as one for employees (EV5). These guides are extremely useful for all concerned and the content follows best practice from what I’ve studied.  MAWWFRS adheres to the European Mentoring and Coaching Council (EMCC) Code, which outlines good ethical practice. Alternatively, the International Coach Federation (ICF, 2021) provides a Code of Ethics.
From the offset the aims as well as the benefits to both individual and organisation are noted, explanations of what is expected from both sides, coaching models such as GROW and OSCAR are followed as well as the importance of reflection, which aligns to Gibb’s Reflective Cycle (1988).
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Coaching can also help the employee deal with personal issues which could be impacting on performance at work, aligning with Clutterbuck et al, (2016) definition of coaching ’through direct discussion and guided activity, helps an individual to solve a problem, or do a task better than would otherwise have been the case’.
MAWWFRS provides the necessary tools to ensure employees have a more balanced lifestyle in terms of general health and well-being, helping reduce absenteeism, encourage good mental/physical health, reduce stress/anxiety which aligns with the findings of the IES (2013) study. 
Research by Gallup International found that only 15% of worldwide workers are fulfilled at work (Gallup, 2019), MAWWFRS recognises that coaching and mentoring can help individuals feel more fulfilled in their roles by providing a work environment in which they can thrive.
As a public sector organisation MAWWFRS has seen many changes over the years due to re-organisations and financial constraints. Coaching can be very helpful at time of organisational change, helping to move forward a change agenda across the organisation.
Coaching/mentoring is very effective in supporting other training and development initiatives, helping individuals reflect on and reinforce their learning. As part of the Service’s commitment to the Welsh language, affords staff opportunities to learn Welsh and has set up a Welsh Learners Mentoring Scheme (MAWWFRS, 2021b) to improve and encourage the use of Welsh in the workplace.
MAWWFRS Mentoring Procedure recognises the importance of the relationship between the mentee/mentor and the steps put in place to facilitate this to get the best out of the relationship (EV7).
In line with CIPD, (2020a) MAWWFRS recognises that LM’s play a vital role of ensuring the organisations mission/goals and values are passed down to employees (EV8), and thus by helping individuals identify their goals/outcomes which enables teams and the organisation to benefit of the coaching. Aligning to Deloitte (2021) view that team leaders are best placed to recognise team potential, especially with the current situation caused by Covid-19 ‘teams are even more important to organisations in thriving amid constant disruption’. Teams can learn and adapt faster than individuals alone.
From reading the documentation and procedures and speaking to members of the People Development Department (EV9 & EV10), I can see that MAWWFRS understands the benefits of coaching and mentoring, follows best practice, and is an organisation with a ‘coaching culture and mindset’ (CIPD, 2017, (Imru-Mathieu 2018 & Forbes, 2019). I can see how coaching/mentoring supports objectives and aligns to the vision/mission of MAWWFRS (EV11).
1.3 Assess factors in the organisation including other learning strategies which could impact on the further development of coaching and mentoring.
From my investigations I can see that MAWWFRS has a coaching/mentoring culture, but this is very much aimed at operational staff and could impact further developments for support staff. There is an operational learning system in place for operational staff to facilitate continuous improvement within the operational sector in line with National/Joint Operational standards (EV12). MAWWFRS has a Firefighter development programme in place which supports trainee firefighters through to competency, ensuring they acquire the skills, apply and maintain knowledge/skills (EV13). This is supported by coaching and mentoring to ensure firefighter can complete their portfolios achieving individual, team and organisational objectives. 
Firefighters are all trained to the same standards (EV14) and training/development is recorded on the PDRPro system, due to reaching the same standards are easily able to move between stations. This is the same as they gain promotion and move up through the roles. MAWWFRS hierarchical structure (EV15) seems to support coaching/mentoring to be used effectively to support succession planning in this sector.
Looking at the evidence support staff tend to be supported less with their development needs relying on the individual or department to provide coaching and mentoring and training identified through annual IDR’s (EV16). The availability of coaches/mentors seems to be mainly operational with only two in the support staff section (EV17).
Other factors such as the current situation with the global pandemic has affected coaching/mentoring and the timeliness of firefighters completing their portfolios due to social distancing measures, increased workloads, new and continuous government guidance on use of PPE/attending incidents (EV18). Online adaptations have been made and there was a series of coaching and mentoring management / leadership sessions in first lockdown to prepare managers to deal with different leadership style for the pandemic.

The geographical area MAWWFRS covers (EV17 & EV19) also has shown to occasionally affect the effectiveness of the scheme due to of the pairings are not in close proximity, therefore meaning on most occasions the pairings are within the same station/command which may not necessarily have been the best fit.
Public sector organisation cuts in funding also have an effect and has meant that less individuals are able to attend training to become coaches/mentors meaning as some retire, they are not being replaced therefore it is leaning towards more informal methods. 
1.4 Make justified recommendations for how coaching and mentoring activity can be developed to benefit the organisation.
Based on my findings following discussions between myself and Learning and Development (EV17) I think coaching and mentoring could be developed to further benefit MAWWFRS in the following ways (EV20). These were discussed with the People Development Department (EV21): 
Recommendation 1: ensure wording on documentation is correct
MAWWFRS has a coaching/mentoring culture but it is very much sector specific and could be rolled out further among the support staff sector. The wording on some of the documentation seemed to imply it is aimed at operational ‘mentors will be allocated from the next level of management e.g. ‘Group Manager to Mentor Station Manager’ (MAWWFRS 2021b) (EV7). This could inadvertently exclude groups of employees by simple wording issues. 
Recommendation 2: increase the inclusivity of coaches/mentors. 
Due to MAWWFRS tending to be a male dominated sector this is reflected in the diversity of coaches/mentors. However, over the last few years the recruitment of more females in increasing, therefore MAWWFRS could benefit from developing these employees to become coaches/mentors, thus encouraging more females to apply as they see the progression of others. MAWWFRS is also increasing the ethnicity of employees so again it may be beneficial to target these to become coaches/mentors. This would assist in meeting organisational objectives as part of the Strategic Equality Plan (EV23) (MAWWFRS, 2021b).
Recommendation 3: utilise recently retired employees to act as coaches/mentors
Due to public sector spending cuts, investigate utilising recently retired employees on an ad-hoc, fixed term contracts which would be more cost effective than bringing in external coaches. They also have experience and knowledge that can be tapped into. Due to recent public sector pension changes (McCloud Remedy Judgement) (EV24), there are quite a few employees retiring sooner than anticipated, therefore the two-year refresh of coaches/mentors may not suffice, therefore offer contracts as coaches/mentors to utilise knowledge / experience.
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2.1 Promote the benefits of coaching/mentoring within the organisation, recognising and addressing the potential barriers.
Looking at the procedures and guidance in place (MAWWFRS, 2021b),  MAWWFRS recognises there can be tangible benefits, if undertaken effectively to all stakeholders. Stakeholders include the coach/line manager, coachee, the organisation, customers, and suppliers. However, in order to raise awareness I think it would be beneficial to promote coaching and mentoring across all sections of MAWWFRS and have put together a short presentation that covers the key points as a taster for individuals and promotes the benefits to all stakeholders (EV24).
Participants on both sides of the coaching and mentoring relationship will experience a sense of achievement, increase in confidence, communication, motivation, learning and creativity, productivity, loyalty and commitment. An increased ability to better solve their own problems, improve their managerial or leadership skills, improve relationships with others, learn how to reflect and develop themselves, become more confident, a better performer, have greater insight into themselves and gain new perspectives, acquire new skills and abilities, develop adaptability, improve work-life balance and reduce stress.
.
Organisation could see increased productivity and improvement, as well as a more engaged employee – reflecting an organisation committed to developing its employees and making the best of their skills. It could see newly promoted / appointed employees better able and more quickly able to embrace their role and new responsibilities. This ties in with Covey (2005) habits of highly effective people: Be Proactive – individuals have a locus of control over how they react to things. A proactive person focuses their time/energy on what they can change within their circle of influence, this positive approach works and leads to an increase in the circle of influence. 

Increased employee engagement leads to employees displaying discretionary effort, and this along with individuals developed skills, leads to increased performance and revenue (CIPD, 2019). Individuals/teams that are offered coaching tend to perform better and grow with the organisation, aligning with the strategic objectives. 

Coaching is also seen as a very effective support to other training and development initiatives, helping individuals reflect on and reinforce their learning. An individual’s learning and development is influenced by their mindset, having a ‘growth mindset’ enables an individual to reach their full potential (Dweck, 2012).
Studies such as the Neuro Linguistic Programme have shown that if an individual changes the way they think, it can lead to improved results not only in business but in life in general. This view is supported by Covey (2006) who ‘does not believe nature or nurture create the best leaders, rather choice is the key factor’. An individual has a choice to choose the best solution/response.
 
Potential barriers are, even though it sates the process is open to all, there is a tendency for it to lean towards the operational section. Therefore, in order to fully capitalise on these benefits the Service must increase awareness of these throughout all sectors of MAWWFRS. Support staff tend to be more sector specific e.g. HR, Finance, Estates, Procurement, IT therefore are not trained or have qualifications in the same area, therefore may be under the opinion that they have no-one available in their field to have coaches/mentors. 

However as my studies have shown a coach trained in the coaching process will use tools and techniques that have a psychological basis whereas a mentor will be experienced in the individual’s world of work, therefore through a process of guiding an individual by asking not telling ‘a process by which the coach, through direct discussion and guided activity, helps an individual to solve a problem or do a task better than would otherwise have been the case’ (Clutterbuck et al, (2016).

2.2 Contribute to the development of organisational coaching/mentoring processes.
My findings also showed MAWWFRS has four Mentoring and Coaching awareness session planned from March through to April.  Six people are on ILM level 5 courses and 12 spaces for supervisory managers to do ILM level 3. There are also plans for specific training scheduled for FF / CM to have mentoring training so that new recruits / apprentices get allocated a mentor on station during their apprenticeship, scheduled to start in April 2021 with the University of Glamorgan.
Based on this, it may be beneficial if the presentation (EV24) was shown to help raise awareness at these sessions and widen the sessions to ensure support staff are given the opportunity to attend. It may also be beneficial to include the presentation as part of the induction day for to new recruits whether this be uniformed or support. This would ensure that all employees have an awareness of the Service’s approach, the procedures in place as well as the benefits that can be gained the experience from the offset of their employment.
Having a mentor from the offset of their employment is in line with Connor (2012), a relationship between people where more experience or knowledge of a particular area/field and shares and supports the knowledge and skills to support a less experienced person such as newly recruited staff.
I put forward my idea of the presentation to my line manager and one of the training managers who thought this was a good idea (EV25).
2.3 Support coaches/mentors to build and develop the knowledge, skills and behaviours required for the role.
Coaches/mentors will use a range of skills, tools/techniques and behaviours to help individuals work through an issue, in a structured way, helping to develop and move them forward to bring improvements.

I put together a summary of these that I thought maybe beneficial to put in the Line Mangers Toolkit (EV26 & EV27). This covered the main knowledge, skills behaviours listed below.

Building rapport – non-verbal body language/energy levels/tone often comes into play to show people are listening. This helps to foster a safe environment to share.

Questioning – effective questioning assists an individual to make sense of an issue or situation which previously seemed complicated. The most powerful questions are short and focused, getting to the heart of the issue.

Listening – Active listening is one of the coach’s most important skills as they need to understand an individual’s position and be able to play back information to the individual. Active listening is a structured way of listening and responding to others. To do this effectively, the coach needs to fully concentrate on what the coachee/mentee has to say.

Covey (2005) emphasises the importance of emphatic listening ‘Seek first to understand then to be understood’.

Using pauses effectively gives the coachee chance to process things and respond in a timeframe that suits their personal style.

Paraphrasing – a coach often summarise the individual’s situation as explained by them, back to them. This enables the coach to check their understanding of the situation. The skilled coach will observe the other person's behaviour and body language. Being able to interpret this successfully, allows them to develop a more accurate understanding of the individual’s words.

Demonstrating empathy and patience – self-awareness, empathy and self-regulation are key skills too as well as realising this is not about us, it’s about them.

Challenging - effective coaching also contains an element of challenge. It is an opportunity for the coachee/mentee to be taken out of their comfort zone, within a safe environment.
 
Providing feedback - coaches often act like a mirror, reflecting back observations and individual’s words/behaviours. The coach also has a role in providing constructive feedback. The key to the feedback is that is given with the aim of benefiting the coachee/mentee, covering the positives as well any developmental needs identified.

Other ethical behaviours include:

Confidentiality – agreement should be reached on confidentiality in order that all discussions are considered confidential.

The ability to remain detached, not leading/directing, not having hidden agendas or abusing the psychological contract are key behaviours. 

2.4 Assist potential coachees/ mentees to understand and participate fully in coaching/mentoring programmes
In order to assist potential coachees/mentees participate in fully in the coaching and mentoring programmes that MAWWFRs has in place it is vital to ensure they have a better understanding of the concepts, processes, roles and responsibilities, self-managed learning skills, therefore I designed a short-information leaflet (EV28) that could be included with the annual IDR information as a means of promoting the schemes and raising awareness. This could also displayed on notice boards. I discussed this the training manager who thought it was a good idea as there is a tendency among staff to see participation in such programmes as a weakness rather than a strength.  
Self-Management - people who are self-motivated and actively think about and manage their own development tend to get the most out of a coaching relationship. 
2.5 Support the on-going evaluation and continuous improvement of the organisation’s coaching/mentoring programmes.
Following discussions with one of the training mangers it was mentioned that it was difficult to measure and collect feedback as those taking part did not tend to fill in the evaluation documents. Therefore, I think it would be beneficial to send out a 360-degree feedback assessment to an inclusive selection of colleagues, team members and line mangers as well as the participant and coach/mentor. This wider catchment would inevitably mean that some individuals would complete and return the feedback form. This could be based on Landsberg (2015) self-assessment form, which I designed and sent to my managers (EV29) The 360-degree evaluation assessment will discover further areas for improvement, strengths, how they are perceived (Forbes, 2017). Once all feedback is gathered it can be collated for use to enable the participant to become more self-aware and address gaps to achieve higher performance (Forbes, 2017). Feedback could also be gathered online which may assist in the completion levels. The feedback also assists MAWWFRS to continually evaluate and develop the coaching and mentoring programmes thus ensuring there is a return on investment. 
Reflection
At the beginning of this module, I felt that I did not have much of an understanding, however through my studies I was surprised to find I did have a basic understanding but undertaking this assignment has given me time to reflect as well as expand and develop my knowledge and skills. In line with Gibbs Reflective Cycle (1988) (EV30), I have gained a lot from this module through my actions of helping to design and develop MAWWFRS documentation.
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This guide is intended to be held on station as guidance /
information / familiarisation and will also be given to
prospective coaching clients
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General Information

Aim
Definition of Coaching
Benefits

What is the relationship between Coaching, Mentoring and Therapy

How does Coaching compare to other services?
The growth of Coaching in Organisations
Coaching and Training

Why Coaching Works

Performance

Confidence and Motivation
Behaviour Change

Culture

Leadership

The Coaching Relationship

Contracting

Planning

Action

Feedback

Confidentiality

Listening

No Fault “Divorce”

Meeting Frequency, Duration and Venue
Coaching and the Line Management Function
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The Coach’s Guide

Role of the Coach
Active Listening Skills
Questioning Skills
Summarising
Challenging
Providing Feedback
« Hints and Tips
Encourage Self Coaching
Open up areas for Development
Meeting Preparation
Time and Venue
Contracting
Sample Agenda for Introductory Session
Goal Setting
Reflection
Regular Coaching Sessions
Ending the Relationship
Coaching Supervision
« Hints and Tips
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Line Manager’s Guide 16
* Coaching Emphasis
* Retaining a Clear Line Management Role
« Hints and Tips

Annexes — Additional Guidance and Forms

These forms are there as a guide. They are optional, but may be useful to help
structure the process and to make sure that the Coach gets the best from the process.

Annex A Introduction and Ground Rules

Annex B Client Self Analysis

Annex C Coaching Contract

Annex D 3 —Way Coaching Contract

Annex E Client Coaching Session Summary
Annex F Reflective Log — Coach

Annex G Reflective Log — Client

Annex H Client Testimony and Evaluation

Annex | The GROW Model — Session Notesheet
Annex J The OSCAR Model — Session Notesheet
Annex K Coaching Log of Recording Hours
Annex L Guiding Principles and Code of Conduct for Coaches

Annex M Coaches Evaluation




image18.png
GWASANAETH TAN AC ACHUB =
Canolbarth a Gorliewin Cymru [l [l
B Mid and West Wales
FIRE AND RESCUE SERVICE

MID & WEST WALES FIRE & RESCUE SERVICE
PROCEDURAL GUIDANCE DOCUMENT (PGD)

PGD POD 3.5 — MENTORING

Contents

1.0  INTODUCTION

2.0 PURPOSE OF SCHEME

3.0 ROLES/RESPONSIBILITIES

4.0 CONFIDENTIALITY

5.0 HOW THE SCHEME WORKS

6.0 REVIEWING THE MENTORING PROCESS
7.0 TRAINING, BRIEFING AND SUPPORT

8.0 REVIEW

9.0 APPENDICES
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53

PAIRINGS

Mentors on the scheme will normally mentor a maximum of 3 mentees at any
one time.

Experience has shown that for mentoring relationships to work, it is important
for mentees to have an element of choice of mentor. In order to facilitate this,
the Head of People Development (scheme co-coordinator) will provide a list of
available mentors. Mentees will be asked to respond with their order of
preference, however, it should be noted that mentors will be allocated from the
next level of management e.g. Group Manager to mentor a Station Manager.

Whilst it may not always be possible to give people their first choice, every
effort will be made to ensure the mentees are able to work with a mentor they
feel comfortable with. The Head of People Development will advise, if
necessary, on making the selection.

A pre-meeting will be held between the prospective mentor and mentee so that
both parties can find out if they are likely to be compatible. Following the pre-
meeting, both mentor and mentee must separately notify the Head of People
Development as to whether or not they wish the pairing to proceed.
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Line Manager’s Guide
Coaching Emphasis

The coaching process is aimed at supporting the client to help identify and work towards
the goals and desired outcomes in a structured and focused way. As a line manager you
are probably most concerned on a day-to-day basis with the skills and capabilities that
employee needs to do their job now.

In order to fully maximise the benefits of coaching, we would encourage the client to
work with their line manager to help them identify the goals and clarify the desired
outcomes, ensuring that the organisation also gets the full benefit of the work the client is
undertaking.

The Coach is not meant to provide a replacement for line management and should not
be used to resolve issues that the line manager should be dealing with.

Retaining a Clear Line Management Role

The client will continue to report to you (if appropriate) and you fully retain the line
management role and functions.

If you are part of a three way coaching arrangement, disclosure of any information would
be as agreed in the initial coaching ground rules and contract.

You will be best placed to provide feedback to the client on their progress or on any
changes you might have observed in terms of their behaviour, approach or performance.
This is vitally important for the client and helps provide objective evidence that they are
making progress as a consequence of their wording.
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Line Manager - Hints and Tips

Give them the space to be coached and workplace support to help them
take forward relevant actions arising as a result of sessions

Help them set objectives which are relevant to them, yourself and the
organisation

Build these objectives into any personal performance plans
Encourage them to share progress with you, if they are comfortable doing so
Keep an open mind to the coaching process

Give them honest and constructive feedback
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From: Westcott Nicola H.Q.

Sent: 05 March 2021 17:57

To: Thomas Karen H.Q. <k.thomas@mawwfire.gov.uk>
Subject: Assignment

Hi Karen

Hope you are well @

1 was wondering if I could pick your brain please @ V'm doing an assignment on coaching and mentoring as part of my CIPD course and have used the information etc on @work
but just wanted to ask a few questions if that’s ok. The assignment is to_basically evaluate the impact of coaching and mentoring within an organisation and how it is
implemented and how it can be developed etc, so 've made a few questions that will help me assess this and was just wondering if you had time, could we have a chat to
discuss this if you have time
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Thanks

Nic

Nicola Westcott

Uwch Swyddog Y Gyflogres / Senior Payroll Officer

Adran Adnoddau Dynol / Human Resources Department

Allanol / External: 01267 226876

Estyniad Mewnol / Internal Extension: 4476

Ebost / Email: n.westcott@tancgc.gov.uk / n.westcott@mawwfire.gov.uk
Gwefan / Website: www.tancec.gov.uk / www.mawwfire.gov.uk
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From: Thomas Karen H.Q. <k.thomas@mawwfire.gov.uk>
Sent: 08 March 2021 09:15

To: Westcott Nicola H.Q. <n.westcott@mawwfire.gov.uk>
Subject: Re: Assignment

No problem at all, 'm free this afternoon so give me a call. Glad to help.
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Questions forming the basis of discussions during meeting with People Development Department

1. How many coaches and mentors are in the Service?
2. How are they identified/selected and what support is given to them to develop their skills,
Kknowledge and behaviours?
Is there an equal split of coaches and mentors from each sector of staff?
How many individuals use the process?
Is the process used to support the achievement of objectives?

How has the pandemic affected the process?
Are there any plans to develop or extend the process throughout the organisation?
Are there any financial/resource implications preventing this development?

10. How do you raise awareness of the coaching/mentoring scheme —is it actively promoted? Is
the guidance updated regularly?

3
4.
5.
6. Does the coaching/mentoring scheme link into other learning and development initiatives?
7
8
9

11. Is the feedback that is collected used as an on-going evaluation and on-going improvement?
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The Operational Learning System s designed to faciltate continuous improvement within the Service's Operational sector.
it will provide a platform to identify new or emerging risks, monitor trends, recommend potential controls and promote
best practice, whilst sharing leaming across all services and other Blue Light sectors, through National Operational
Learning (NOL) and Joint Operational Learning (JOL).
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T —— Mid and West Wales Fire and Rescue Service is committed to ensuring people
Programme. develop to their maximum. In order to ensure this the service has developed
the Firefighter Development Programme ( FFDP ). The purpose of the FFDP is to
quide newly joined personnel at firefighter level from Trainee to Competent
status taking them through three distinct development phases, acquisition,
application and then, maintenance of the knowledge and skill that are
required to work safely and efficiently in the workplace

Technical Services Helpdesk.

When the individual has consistently demonstrated competence for their role,
and provided current, valid, authentic and sufficient evidence to support this,
then they will progress from the development phase to the competent phase of
their role. This evidence may be used towards the risk critical units of the
National Vocational Qualification award for a firefighters role.

Below are the various documents that are required for the 4 stages of the FFDP.

Carmarthenshire On Call Ceredigion On Call FFDP.
FFDP Programme. Programme

Pembrokeshire On Call North Powys On Call FFDP South Powys On Call FFDP.
FFDP Programme. Programme Programme

Neath Port Talbot On Call
FFDP Programme.

Swansea On Call FFDP.
Programme
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All learning will be processed within ORM and discussed at the Operational Leaming Group (OLG), with identified trends
and significant news published in an Ops Leaming newsletter. The creation of this fully auditable ‘end to end" process will
ook to further develop our Ops Leaning culture, where the lessons leart from operational activity are shared with
others, helping to shape practice across the service.

Operational Learning
System

Operational Learning Prindipal Officer
Group. Inspections (POT)

Command Operational
‘Audits

National Operational
Learning (NOL)

Joint Organisational
Learning (J0L)

Report to Prevent Future. Debriefing
Deaths (Reg 28)

Ops Learning Archive

Operational Learning
Newsletter

Operational Leaning SOP
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T —— Mid and West Wales Fire and Rescue Service aims support individuals
Programme. to reach their full potential and to ensure that Mid and West Wales
Fire and Rescue Service maintain the highest standards of service to

Technical Services Helpdesk.
the communities we serve.
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On this site s everything individuals should need to ensure their
continuous development throughout their career ranging from new
entrants to completing their NVQ through to Area Manager
Development modules.

‘pdrpro Cymru

&

Assessment Development. Continual Professional National Vocational
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Individual Development Review
(IDR)

People Development

Version 1

Author: GM G Thomas
17 June 2020




image36.png
Background

Due to the current situation with COVID, the proposed improvements to the IDR process have
been delayed and the intention is to see these improvements for the IDR process in 2021,
however the Service is conscious that we need maintain our commitment to developing people
and improving what we do. Therefore, the IDR process for 2020 has been shortened to enable:
staff, in conjunction with their Line Manager, to review their achievements and areas of
strength last year, discuss how they contributed to the Services corporate objectives and look
ahead and agree a timetable for development

The IDR process normally consists of 3 areas:
1. Employee to complete self-assessment

2. Line Manager to complete an assessment of employee

3. Meeting with Line Manager to review self-assessment and agree development
opportunities
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The 2020 IDR process has been refined to remove steps 1 and 2. and proceeds straight to
the meeting where you can complete your review in conjunction with your Line Manager and
discuss development opportunities and how these can be achieved through either ‘On the job’
training, coaching and mentoring, development courses or any other form of leaming. Any
leaming / development courses which are outside of your development pathway will require
a rationale from your Line Manager.

The IDR Meeting

Ideally the recommended method during the current situation is to uilise Microsoft Teams and
share the IDR form on the screen so both can see the questions and development
opportunities / courses available, however i this cannot be done then the IDR meeting can be
completed in the same room adhering to all social distancing protocols. At the end of the
process, everyone has the option to receive a copy of their completed IDR by email if they
“tick’ the box at the end of the form prior to submitting

IMPORTANT — you will need to access the IDR form through your own account as the form
will recognise you and automatically input your name into the database of replies.
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For the On Call, the facility of the IDR Lite is available again, this will be undertaken under the
same guidance as above however the opportunity for development courses does not exist,
therefore any On Call wishing to undertake development courses this year will need to
complete the normal IDR and not the IDR Lite.

There are some additional benefits of the new process in that the option to complete the form
in Welsh is available and you have the facility to complete the IDR on your mobile phone if
you do not have access to a Service computer.

Any questions please get in touch with People Development.
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Meeting between Karen Thomas Learning and Development and Nicola Westcott 08/03/2021

How many coaches and mentors are in the Service?

There are 2 coaches at level 5 and 2 atlevel 7 qualified with 3 Level 5 currently in development.
There is 1 Coaching Supervisor
There are approx 20 mentors - who have had awareness training but not certificated.

How are they identified/selected and what support is given to them to develop their skills,
Kknowledge and behaviours?

Awareness training and courses are identified through IDR and nominations not everyone makes the
coaching courses - some cognisance made of geography.
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« Isthere an equal split of coaches and mentors from each sector of staff? Is it mainly
uniformed etc?

Level 5 Coaches are both female support non uniform - there is a majority of mentors in uniform but
some non uniform - it is not equal it is representative of the service personnel make up.

e How many individuals use the process? Is the process used to support the achievement of
objectives?

Take is up seasonal and tend to coincide with ADC and promotion panels where people want to
progress.

o Does the coaching/mentoring scheme link into other learning and development initiatives?

There are plans and there is specific training scheduled for FF / CM to have mentoring training so
that new recruits / apprentices get allocated a mentor on station during their apprenticeship - this is
scheduled for April 2021 start. This is with University of Glamorgan

Coaching and mentoring and action learning development is also delivered pre ADC for MM
candidates to adopt leadership traits in line with NFCC




image41.png
e How has the pandemic affected the process?

No - there was a series of coaching and mentoring management / leadership sessions in first
lockdown to prepare managers to deal with different leadership style for the pandemic.

o Are there any plans to develop or extend the process throughout the organisation?

Yes March / April through to June there are 4 Mentoring and coaching awareness session planned, 6
people on ILM level 5 courses and 12 spaces for supervisory managers to do ILM level 3.

o Are there any financial/resource implications preventing this development?

Dependent on whether the Group Manager in charge of POD believes in Coaching and mentoring
and whether it fits in to the business plan
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«  How do you raise awareness of the coaching/mentoring scheme — is it actively promoted? Is
the guidance updated regularly?

Itis a question on the IDR and every 2 years the register is updated with new mentors to replenish
the retirement profile.

o Is the feedback that is collected used as an on-going evaluation and on-going improvement?

Yes but it is difficult to measure and collect feedback as those taking part do not tend to fill in the
evaluation documents.
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Operational Procedural Alert — 46-20 Cleaning of PPE & Equipment — COVID19
@ Press Officer Account © Reply | € RepiyAll | —> Forward

To O _Allusers Fri 18/12/2020 15:18

(@) This message was sent with High importance.

a 46-20 Cleaning of PPE and Equipment - COVID19.pdf _, a SOP 6.5 - Covid 19.pdf
e 758 w 1MB

Operational Procedural Alert — 46-20 Cleaning of PPE & Equipment — COVID19

The above alert is now available to view on ORM’'s @work page. You can access by clicking on “Technical Services Helpdesk” “Operational
Procedural Alerts” or for convenience the alert is attached in PDF format.

*All operational staff are reminded, as per POD guidance every individual must record the above alert against their PDR pro account. This
must be done within 30 days of the date of the alert.*

Please find links to both PDRPro sites: Link to PDRProv3 & Link to PDRProv5
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Mid and West Wales

Fire and Rescue Service

The Service was created in 1996 by the Local Government (Wales) Act 1994, following the
merger of Dyfed, Powys and West Glamorgan Fire Brigades.

The Service makes up almost two-thirds of Wales, covering a predominantly rural area of:

COVERING COMPRISING EMPLOYING
‘SQUARE KILOMETERS FIRE STATIONS STAFF

Itis the third largest in the United Kingdom, behind the Scottish and Northern reland Fire
Services.
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Recommendations by Nicola Westcott to be discussed with POD

Based on my findings | think coaching and mentoring could be developed to further benefit
MAWWEFRS in the following ways:

Recommendation 1: ensure wording on documentation is correct

Even though MAWWFRS has a coaching/mentoring culture it is very much sector specific
and | think it could be rolled out further among the support staff sector. The wording on some
of the documentation seemed to imply it is aimed at operational ‘mentors will be allocated
from the next level of management e.g. Group Manager to Mentor Station Manager'. This
could inadvertently exclude groups of employees by simple wording issues.

Recommendation 2: increase the inclusivity of coaches/mentors.

Due to MAWWFRS tending to be a male dominated sector this is reflected in the diversity of
coaches/mentors. However, over the last few years the recruitment of more females in
increasing, therefore MAWWFRS could benefit from developing these employees to become
coaches/mentors, thus encouraging more females to apply as they see the progression of
others. MAWWFRS s also increasing the ethnicity of employees so again it may be
beneficial to target these to become coaches/mentors. This would assist in meeting
organisational objectives as part of the Strategic Equality Plan.

Recommendation 3: utilise recently retired employees to act as coaches/mentors

Due to public sector spending cuts, could investigate utilising recently retired employees on
an ad-hoc, fixed term contracts which would be cheaper than bringing in external coaches.
They also have experience and knowledge that can be tapped into. Due to recent public
sector pension changes (McCloud Remedy Judgement) there are quite a few employees
retiring sooner than anticipated, therefore the two-year refresh of coaches/mentors nay not
suffice therefore why not offer contracts as coaches/mentors to utilise knowledge /
experience.
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From: Thomas Karen H.Q. <k.thomas@mawwfire.gov.uk>

Sent: 16 March 2021 09:15

To: Westcott Nicola H.Q. <n.westcott@mawwfire.gov.uk>

Subject: Re: Recommendations for Developing Coaching & Mentoring

Hi Nic
Thank you for the attached, there are some good ideas in there which we will take forward.

We will definitely look at the wording on the Mentoring Procedure when undertaking the next review as can see how this could exclude some individuals,
it hasn’t been pointed out previously and is a valid point, well spotted!

We are definitely hoping to increase the female and ethnic contingent over the next few years and as you pointed out we are going to be losing a number
of experienced individuals due to retirement in a short amount of time and need to put something in place to cover this shortfall, so will put forward your
suggestion to the Head of People development.

Thanks for your ideas, keep up the good work!

Karen
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Karen Thomas

ADC Manager
Rheglwr.Y GDA
Mewnol/Internal: 5534
Allanol/External: 01267 242634

Ffon Symugol/Mobile 07854003327
Post/Mail k thomas@mawwfire.gov.uk
Wefan/Website:www.mawwfire.gov.uk
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From: Westcott Nicola H.Q. <n.westcott@mawwfire.gov.uk>
Sent: 12 March 2021 10:05
To: Thomas Karen H.Q. <k.thomas@mawwfire.gov.uk>

Subject: Recommendations for Developing Coaching & Mentoring

Hi Karen

Thank you so much for meeting with me to discuss MAWWFRS approach to Coaching and Mentoring, | found it extremely beneficial.

Part of my assignment is to make justified recommendations on how the Service could further develop Coaching and Mentoring.

I have noted some ideas that | have on the attached for your consideration as to whether you think they may assist with future developments.

Thanks so much

Nic

Nicola Westcott
Uwch Swyddog Y Gyflogres / Senior Payroll Officer

Adran Adnoddau Dynol / Human Resources Department

Allanol / External: 01267 226876

Estyniad Mewnol / Internal Extension: 4476

Ebost / Email: n.westcott@tancgc.gov.uk / n.westcott@mawwfire.gov.uk
Gwefan / Website: www.tancec.gov.uk / www.mawwfire.gov.uk
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Strategic Equality Plan 2020 | 2024

Foreword

We are pleased to be able to introduce this Strategic Equality Plan which seeks to meet, on behalf
of the Authority and the Chief Fire Officer, both the requirements and the spirit of the current
legislation related to equality and diversity in Wales, as outlined in the Equality Act 2010. It is the
intention of this plan to convey the continued commitment of the Authority and the Chief Fire
Officer to promote equality of opportunity across all Mid and West Wales Fire and Rescue Service's
(MAWWEFRS) functions, policies, practices and procedures and set out how the Service will seek to
fulfill this commitment.

Equality, Diversity and Inclusion are essential elements of the Service's work. Building a workforce
that is truly representative will support us to better understand our communities so that we can
ensure our services are fully inclusive and targeted, in the most cost-effective manner, to reduce risk
amongst the most vulnerable.

Chris Davies QFSM MBA
Chief Fire Officer
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INTRODUCTION

Thank you

Thank you for attending our McCloud webinars during the week of 22 February. As a follow up to these webinars and
following some feedback received from delegates, we have set out how we will be able to provide support to you and your
employees.

Background

The challenges faced by employers and employees as a result of the McCloud remedy will be quite far reaching. One of the
biggest hurdles we feel will be the engagement and understanding needed by pension scheme members. Specifically, this
will be on how changes will impact on their circumstances and how they can plan for retirement going forward.

As an employer within the public sector, your workforce will be impacted by these changes on many levels. These will be
specific to each individual and so empowering people to make the best decision for them is crucial.
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Actions for employers
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e M= = =

00 00 L L)
0 Tan e el

Tell them about the * Consider requirements *  Support for those *  Support for those * Additional
government response from April 2022 approaching retiremen already retired communication support
Tell them the schemes *  Provide reformed scheme ¢ Help to provide *  Guidance may be * How to plan
will change salary data for protected guidance around the needed around
members DCU and their specific options

Point them to where circumstances
resources are *  Review of case by case * Highlight potential tax

* Highlight there may be issues
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employer & how you will re-apply? later date ¢ May be some
support them sensitive cases
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Coaching and mentoring are
development approaches which
Conce_pt of have become increasingly popular
Coachmg with employers, as ways of
increasing skills, knowledge and
performance (CIPD, 2020a).

and
Mentoring

Used as a support to the learning and development of an individual, in line with
their personal and organisational objectives.

Business leaders are starting to see that coaching and mentoring are more
effective management tools, than annual appraisals and many business giants
such as Deloitte, Accenture and River Island are opting for this approach
(CIPD, 2017).
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‘a process by which the coach,
through direct discussion and
guided activity, helps an individual to
solve a problem, or do a task better
than would otherwise have been the
case’ (Clutterbuck et al, (2016).

Traditionally the coachee would watch the coach until such time that the
coachee had sufficient knowledge to undertake the task themselves.

However this differs considerably to the ‘non-directive approach’ adopted by
modern coach practitioners who do not have specific knowledge of the task,
but have expert skills in the application of the coaching process. When used
appropriately and consistently this process allows the coachee to build
personal insight and awareness to make changes to the way they do things
(Ashley-Jones et al, 2016).
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Mentoring

‘Mentoring tends to describe a
relationship in which a more
experienced collealgue shares their
greater work knowledge to support the
development of an inexperienced
member of staff’ (CIPD, 2020a).

Mentoring is the passing on of knowledge, skills, advice typically to more junior
members of the team, tending to take place over a longer period and is often
used in succession planning. This aligns more to the traditional definition of a
coach (Ashley-Jones et al, 2016). Effective mentoring often provides learning
opportunities for both sides by sharing and learning.
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Types of Coaching and Mentoring

» Coaching to improve » Traditional Mentoring
Performance » On-line Mentoring

* Executive Coaching » Peer Group mentoring
« Life coaching

Coaching to improve performance — can help individuals to develop their self-
awareness/skills and knowledge to improve their job performance or personal
growth (Whitmore, 2017). It tends to be non-directive with the coachee being
encouraged to learn and try different things themselves, thus enabling the
individual to ‘identify gaps in their skills or knowledge and to plan and support
them in addressing these through a range of work-based activities’ (CMI,
2014).
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Executive coaching — this type of development is provided to individuals who
are at the top of their career path, such as chief executives and executive
teams to help them gain self-awareness, clarify goals, achieve their
development objectives, unlock their potential. The usual approach is that the
coach asks questions to help executives clarify and solve their own problems
and analyse 360-degree feedback to help the coachee gain self-awareness
and set development goals. It has links to the AMO theory ability (A),
motivation (M), and opportunity to perform (O) need to be influenced to
produce positive organisational outcomes (CIPD, 2016).

Life coaching - this specialty of coaching focuses more on well-being of
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individuals and covers a variety of aspects of life, including career, health and
fitness, finances, relationships, and spiritual growth. Can lead to improve
wellbeing, life satisfaction, resilience, and work performance (CIPD, 2020c).

Traditional mentoring — usually takes the form of one-to-one and face to face
without using any technology and is proved as being valuable leaning tool.
There are less distractions and the mentor can give uninterrupted time. This
direct one-to-one learning means that the mentee is more likely to be
successful. However, as workforces are becoming more diverse, this
traditional approach is evolving through the increased use of technology.

On-line mentoring — also referred to as electronic/e-mentoring and has often
been introduced as a cost saving strategy. This type of mentoring can be used
to supplement traditional face-to-face mentoring and is particularly useful if
there is physical distance between the mentee/mentor. The current situation
with the global pandemic has also contributed to an increase in this form of
mentoring ‘COVID-19 now forcing organisations to redeploy, upskill and reskill
staff at rapid pace, many have had to change the way they facilitate learning in
the workplace’(CIPD, 2020b).

Peer group mentoring — is a relationship between people where one person
has more experience or knowledge of a particular area/field and shares and
supports the knowledge and skills to support a less experienced person such
as newly recruited staff (Connor, 2012). It tends to be someone on the same
career stage or age and can be a one-on-one relationship or experienced in a
group. Peer mentoring is seen as a step beyond traditional training and
instruction programmes (Ashley-Jones et al, 2016).
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« Sense of achievement
Beneﬁts tO + Improved leadership skills
e * Increased confidence

IndIVId.ua|§ & * Better communication
Organisations . Motivation

* Increased learning and creativity
* Increased producvity

« Loyalty

+ Commitment

* Reduced stress

+ More engaged employees

There are many potential benefits to all stakeholders if coaching and
mentoring is undertaken effectively. Stakeholders include the coach/line
manager, coachee, the organisation, customers, and suppliers.

Participants in coaching and mentoring programmes (this includes coach and
coachee) will experience a sense of achievement, increase in confidence,
communication, motivation, learning and creativity, productivity, loyalty and
commitment.
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Employees see organisations that provide coaching and mentoring as a sign
they care/value their staff. This leads to increased employee engagement
which leads to increase commitment and performance from individuals.
Individuals will tend to remain loyal to the organisation thus helping to reduce
staff turnover.

Increased employee engagement leads to employees being prepared to
display discretionary effort, and this along with individuals developed skills,
leads to increased performance and revenue (CIPD, 2019). Individuals/teams
that are offered coaching tend to perform better and grow with the
organisation, aligning with the strategic objectives.
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Customers/suppliers tend to receive better service from individuals/teams who
are confident in their roles, thus increasing customer satisfaction which can
mean an increased customer base, leading to increased revenue and profits

for shareholders.
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Coaching Models

GROW - Goal,
Reality, Options,
Will

OSCAR -
Outcome,

Situation, Choices,
Actions, Review

Many models have been developed over the years such GROW developed in
the 1980's for performance coaching, also used extensively in executive
coaching and coaching at work. This model places emphasis on performance
and outcome by asking the client to identify a Goal which they want to achieve.
The coach helps the client track back to their current Reality, by exploring
where they are now to where they want to be and then help individuals explore
all the Options for getting there. The final step to establish the Will to act.
Other models such as OSCAR — Outcome, Situation, Choices/Consequences,
Actions and Review which follows the same principles as the GROW models.
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CIPD Candidate evidence matrix (EXAMPLE)
]

(CEM1)

Candidate name: Nicola Westcott CIPD Membership/registration No.:
55478551
Qualification title: CIPD Diploma in Applied Human Resources Unique Learner No. (ULN):
1909408
Unit | Unittitle Assessment | Evidence description Evidence | Assessor | IV initials if
code criteria no. reference als sampled
number
5ADCM | Contributing to Coaching and | 1.1 MAWWFRS Intranet People Development Dept | EVA
Mentoring in the Workplace
5ADCM | Contributing to Coaching and | 1.1 MAWWFRS Corporate Plan 202025 Our People | EV2
Mentoring in the Workplace
5ADCM | Contributing to Coaching and | 1.1 Minutes of People Development Meeting July 14 | EV3
Mentoring in the Workplace
5ADCM | Contributing to Coaching and | 1.1 MAWWFRS Intranet Coaching and Mentoring EV4
Mentoring i the Workplace
5ADCM | Contributing to Coaching and | 1.1 & 1.2 MAWWFRS Coaching Guides Coaches, EV5
Mentoring in the Workplace Managers, Employees
5ADCM | Contributing to Coaching and | 1.1 & 1.2 MAWWFRS Mentoring Procedure EV6
Mentoring in the Workplace
5ADCM | Contributing to Coaching and | 1.2 & 1.4 MAWWFRS Mentor/Mentee Pairings EV7
Mentoring i the Workplace
5ADCM | Contributing to Coaching and | 1.2 MAWWFRS Line Managers Coaching Guide EV8
Mentoring in the Workplace
5ADCM | Contributing to Coaching and | 1.2 Email Meeting arrangements EVO
Mentoring in the Workplace
5ADCM | Contributing to Coaching and | 1.2 Questions for investigations EV10
Mentoring i the Workplace
5ADCM | Contributing to Coaching and | 1.2 MAWWFRS Mission/Vision Statements EV11
Mentoring in the Workplace
5ADCM | Contributing to Coaching and | 1.3 MAWWFRS Operational Learning Homepage EV12
Mentoring in the Workplace
5ADCM | Contributing to Coaching and | 1.3 MAWWFRS Firefighters Development Programme | EV13
Mentoring in the Workplace
5ADCM | Contributing to Coaching and | 1.3 PDRErO. EV14
Mentoring i the Workplace
5ADCM | Contributing to Coaching and | 1.3 MAWWFRS Hierarchy Structure EV15
Mentoring in the Workplace

CIPD
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Any questions?

Thank you for you
time

in participating in the coaching and
mentoring schemes on offer.
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From: Westcott Nicola H.Q. <n.westcott@mawwfire.gov.uk>
Sent: 16 March 2021 12:05

To: Thomas Karen H.Q. <k.thomas@mawwfire gov.uk>Fairhurst Karen  H.Q. <k.fairhurst@mawwfire.gov.uk>
Subject: Ideas for Coaching & Mentoring

Hi both
As discussed please see attached for your consideration as to whether you think they may be beneficial in promoting awareness,
participation and evaluating Coaching & Mentoring within the Service:

1. Short presentation covering the key points of Coaching and mentoring, that I think could be used in the sessions to raise awareness,
as well as possibly being included as part of induction days for new recruits. This would ensure they are aware of the process from
the offset of their employment.

2. Aninformation leaflet that could be included in the Line Manager toolkit on @work which covers knowledge, skills and behaviours
of coaches/mentors which may be of benefit.

3. Aninformation leaflet covering the concepts, aims, roles and self-management of coaching and mentoring that may be beneficial to
include in the annual IDR information process to raise awareness, which may help coachees/mentees to participate fully if they have a
better understanding of the process.

4. An evaluation form based on Landsberg (2015) that could be issued to gather 360-degree feedback on coaching and mentoring which

may assist in showing a return on investment.

Thank you for your time

Nic
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From: Thomas Karen H.Q. <k.thomas@mawwfire.gov.uk>
Sent: 18 March 2021 11:25

To: Westcott Nicola H.Q. <n.westcott@mawwfire.gov.uk>
Subject: Re: Ideas for Coaching & Mentoring

Hi Nic

Thank you for the attached, again there are some very good ideas in the attached which we will definitely look to take forward.
Including the presentation in induction days is a particularly good idea and fits in nicely with the allocation of mentors

The information leaflets and evaluation form are also very good |

Thanks for your ideas, and as | said previously keep up the good work!

Karen

Karen Thomas
ADC Manager
Rneolwr Y GDA

Mewnol/Internal: 5534
Allanol/External: 01267 242634

Ffon Symugdol/Mobile 07854003327
Post/Mail k thomas@mawwfire.gov.uk
Wefan/Website:www.mawwfire.gov.uk
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From: Fairhurst Karen H.Q. <k.fairhurst@mawwfire.gov.uk>
Sent: 19 March 2021 19:25

To: Westcott Nicola H.Q. <n.westcott@mawwfire.gov.uk>
Subject: Re: Ideas for Coaching & Mentoring

Nic
Thanks for the attached, these are very good —you have come up with some excellent suggestions on how to continue
to improve the service provided

Well done! This is something we will look at taking forward.

Karen Fairhurst
Rheolwr Adnoddau Dynol / Human Resources Manager

‘B Mewnol / Internal: Ext. 4437
‘® Allanol / External: 01267 226837

‘® Ffon symudol / mobile: 07883573343
* Post: k fairhurst@mawwfire.gov.uk / B Mail: k fairhurst@mawwfire.gov.uk
Wefan / Website: www.tancgc.gov.uk / www mawwfire.gov.uk
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Coaching and Mentoring Knowledge, Skills and Behaviours
« Building rapport

Non-verbal body language/energy levels/tone often comes into play to show people are
listening. This helps to foster a safe environment to share. Coaches/mentors act as a
sounding board for ideas. They will help an individual focus on a way forward, always
looking towards a solution/actions for the future, helping them to fulfil their potential/meet
their goals.

* Questioning

Effective questioning assists an individual to make sense of an issue or situation which
previously seemed complicated. The most powerful questions are short and focused, getting
to the heart of the issue.

« Listening

Both sides should each ensure that they take the time to listen to the other and fully
understand each other’s position before they contribute. Active listening is one of the coach’s
most important skills as they need to understand an individual’s position and be able to play
back information to the individual. Active listening is a structured way of listening and
responding to others. To do this effectively, the coach needs to suspend their own frame of
reference and judgement, fully concentrating on what the goaghee/mentee has to say.

Stephen Covey emphasises the importance of emphatic listening. SEEK FIRST TO
UNDERSTAND, THEN TO BE UNDERSTOOD.

« Using pauses effectively

Gives the goaghee chance to process things and respond in a timeframe that suits their
personal style.
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« Paraphrasing

A coach often summarise the individual's situation as explained by them, back to them. This
enables the coach to check their understanding of the situation. The skilled coach will
observe the other person's behaviour and body language. Being able to interpret this
successfully, allows them to develop a more accurate understanding of the individual's
words.

« Demonstrating empathy and patience

Self-awareness, gmpathy and self-regulation are key skills too as well as realising this is not
about us, it's about them.

« Challenging

Effective coaching also contains an element of challenge. It is an opportunity for the
goaghee/mentee to be taken out of their comfort zone, within a safe environment.
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Coaches often act like a mirror, reflecting back observations and individual's
words/behaviours. The coach also has a role in providing constructive feedback. This could
be around patterns of behaviour, their perceived emotions or progress and achievements.
The key to the feedback is that is given with the aim of benefiting the goaghee/mentee,
covering the positives as well any developmental needs identified.

Other ethical behaviours include:

* Confidentiality

Agreement should be reached on confidentiality in order that all discussions are considered
confidential. GDPR 1y il .

The ability to remain detached, not leading/directing, not having hidden agendas or abusing
the psychological contract are key behaviours.
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5ADCM | Contributing to Coaching and | 1.3 2020 IDR Information EV16
Mentoring in the Workplace

5ADCM | Contributing to Coaching and | 1.2 & 1.3 Findings from investigations EV17
Mentoring i the Workplace

5ADCM | Contributing to Coaching and | 1.3 Updated PPE EV18
Mentoring in the Workplace

5ADCM | Contributing to Coaching and | 1.3 MAWWFRS geographical area EV19
Mentoring in the Workplace

5ADCM | Contributing to Coaching and | 1.4 Recommendations for development EV20
Mentoring i the Workplace

5ADCM | Contributing to Coaching and | 1.4 Emails to/from POD regarding recommendations | EV21
Mentoring in the Workplace

5ADCM | Contributing to Coaching and | 1.4 Strategic Equality Plan extract EV22
Mentoring in the Workplace

5ADCM | Contributing to Coaching and | 1.4 Extracts from McCloud Seminar EV23
Mentoring in the Workplace

5ADCM | Contributing to Coaching and | 2.1 & 2.2 Coaching & Mentoring Presentation EV24
Mentoring i the Workplace

5ADCM | Contributing to Coaching and | 2.1,22,233, | Email to/from line manager/POD regarding EV25
Mentoring in the Workplace | 2.4 & 2.5 presentation

5ADCM | Contributing to Coaching and | 2.3 Knowledge, skills. and behaviour information EV26
Mentoring in the Workplace leaflet

5ADCM | Contributing to Coaching and | 2.3 Line Manager Toolkit on @work EV27
Mentoring i the Workplace

5ADCM | Contributing to Coaching and | 2.4 Concepts, aims, roles, self-management EV28
Mentoring in the Workplace information leafiet

5ADCM | Contributing to Coaching and | 2.5 Evaluation assessment form EV29
Mentoring in the Workplace

5ADCM | Contributing to Coaching and | 1.1 - 2.5 Gibbs Reflective Cycle EV30
Mentoring in the Workplace

Candidate declaration:

« I confirm that the workievidence presented for assessment is my own unaided work
« 1 have read the assessment regulations and understand that if | am found to have ‘copied’ from published work without acknowledgement, or from other candidate’s work, this may be
regarded as plagiarism which is an offence against the assessment regulations and leads to failure in the relevant unit and formal disciplinary action.

« lagree to this work being subjected to scrutiny by textual analysis software f required
«  lunderstand that my work may be used for future academic/qualty assurance purposes in accordance with the provisions of the Data Protection Act 1998
*  lunderstand that the work/evidence submitted for assessment may not be retured to me and that | have retained a copy for my records.
«lunderstand that until such time as the assessment grade has been ratified through internal and external quality assurance processes itis not final.

CIPD





image74.png
Building
Rapport

N

Challenge





image75.png
Gwasanaeth Tan Ac Achub

Canolbarth a Gorllewin Cymru
ork Mid and West Wales
Midand West Wales Fire and Rescue Service Intranet Fire and Rescue Service

A B A B % B M A O Welcome
R e e s Nicola Westcott
e

subnavgation | Firefighting Pay Scales  Leave Non-Uniformed Pay Ratsz  Occupstionsi Heslth  Employes Benafts  Employe Handbooks

FP5 2015 Optin Form  Human Resources (HF) Documents  Human Resources Procedural Guidance Documents
National Joint Coundl for Loca Authoriy Fire and Rescue Senices Circulars  On-CallFirfighters

Operational Support and Improvement (OS&) Poicy Statement - Our People  Pensions

® ewor O Find 3 person O Google
Capability Line Manager Resources [2]

Disabity Toolkt
L Managing On-Call ACAS Code of Practics
‘Attendant
Hestthand Fitness Procadure

Sickness - LIVE 01 APRIL 2020

Grievance Procedure - LVE 01
APRIL2020

e —— Line Manager Resources [1]

Managing On-Call
Attandance





image76.png
Coaching and Mentoring
Concept

Coaching is a series of structured conversations where the coach helps the goagheg (client)
to achieve a mutually identified set of goals to improve performance and / or develop.

Mentoring is a confidential, one-to-one process that supports learning, development and
thus performance improvements, for an individual, team or business. Generally, the process
draws on the ability and expertise of members of the organisation to help others to develop
their skills and to become more effective. When this is done well, it can provide great
benefits to the organisation.

Aim

To be used as a support to the learning and development of an individual, in line with their
personal and organisational objectives.

Roles
Goachees can expect that their coach will....

« Actively listen to what they have to say and be non-judgemental

« Keep discussions and any materials confidential, unless both parties agree
otherwise.

« Inspire them with the will and motivation to pull them toward finding their own
solutions.

* Act as a sounding board for their thoughts and ideas encourage the refinement of
their strategic thinking and support them in solving business problems.

« Encourage them to think about the bigger picture of their career development and
personal development.

« Provide honest, accurate and constructive feedback.

« Fully utilise their skills, kn dge and experience (wisdom).

« Be open about their own learning and development, including as a skilled coach.

« Make every effort to be available for pre-arranged meetings, and other pre-arranged
contact. Act quickly should there be a need to rearrange a session|

« Constructively challenge the client’s self-limiting beliefs and perspectives

« Help the coach fully explore the range of options available to them in addressing any
issue

« Where particular. skills are needed, help the client identify how best to achieve these
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Coachees cannot expect...

« That their coach will solve a problem for them

« That their coach will do their work for them or arrange to have it done for them.

* That their coach will interfere with the clients line manager or chain of command.
« That their coach will interfere in any disciplinary matters conceming the client.

« That they will be “fast-tracked” into jobs ahead of other potential candidates.

« That the coach will never have to reschedule a meeting.
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The mentor is expected to be able to assist the mentee as follows:

to provide impartial support for mentees in dealing with their current role

to provide a safe and confidential forum for exploring professional issues and
problems

to act as a sounding board when the mentee has major decisions to make and needs
to talk them through

to assist the mentee in looking at their strengths and weaknesses and helping them
to action plan for future development

to help the mentee identify further training needs

to provide honest, accurate and constructive feedback and challenge assumptions
to foster a self-managed approach to learning

to help the mentee to develop broader perspectives by sharing knowledge of the
policies and practices of the organisation and by sharing practical experience

to encourage and inspire mentees to develop their own networking opportunities

to provide statistical information as requested by the mentoring coordinator

The mentee also has responsibilities towards the mentoring relationship which

include:

to bring clear and realistic expectations about what the mentoring relationship can
achieve

to identify and bring forward appropriate issues for discussion

to be willing to challenge and be challenged

to approach the relationship with respect and openness

to delivering agreed action plans within agreed timescales

to treat information given by mentors with the same level of discretion and
confidentiality as they expect to receive from the mentor and confidentiality
to recognise that the prime responsibility for coaching and skills
development within their current role rests with their line manager to retain
responsibility for their own development

to be committed to delivering agreed action plans within agreed timescales
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Self-Management

People who are self-motivated and actively think about and manage their own development
tend to get the most out of a coaching relationship.

Interested in registering for a Coaching and Mentoring Programme?

For more information contact the People and Development Department.
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MAWWEFRS Coaching Assessment Form

Answer the following questions for yourself and/or ask colleagues to complete a copy based
on their impressions of you

How many times in the last week did |

1. Provide unconditional praise

2. Give constructive feedback

3. Check a colleague’s level of motivation
4. Inspire a colleague

5. Ask for feedback

6. Consciously delegate a task

7. Hold a really effective team meeting

8. Provide upward feedback

9. Check a team’s morale

10. Mentor a more junior person

Total

Totals
1-3 Ifyou are not a recluse, you need to study and apply this book carefully

4 -6 You can significantly increase your effectiveness at work by applying just a few tips
from this book

7-8 You are nearly a master coach

9 - 10 Give this book to someone who needs it
Priority areas for me to work on

1.

2.

3.

Landsberg, M. (2015). The Tao of coaching : boost your effectiveness at work by inspiring
and developing those around you. pp. 122.|
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Figure 1 - Gibbs' Reflective Cycle

Description

Action

Reflective
Cycle

Conclusions

From “Learning by Doing by Graham Gibbs. Published by Oxford
Poiytechnic, 1988.
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Signature:

N Westcott

20/03/2021





