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The CIPD (2019a) describe coaching and mentoring as a one to one developmental approach which improves knowledge, performance and skills belonging to an individual.
Coaching is used to improve performance at work; concentrating on skills and goals. There is usually a specific amount of time which coaching usually lasts for. Coaching is a non-directive development technique devised to enhance performance and development as well as individual and organisational goals (CIPD, 2019a).
Another definition of coaching is told by Clutterbuck (2016) as a process between a coach and a coachee who have “direct discussion and guided activity” to contribute to the improvement of a problem.
Coaching can be conducted on a one to one basis or as part of a group. It’s a process which can be structured or rigid, or conducted as an informal discussion, such as ‘corridor coaching’. As coaching is a guided activity, the coach can provide work that the coachee is expected to do before, during or after a coaching session (MindTools, 2019b).
Coaching models have stemmed from sport coaching models and Whitmore (2017) explains coaching as a process which opens the potential within an individual.
Jeremy Snape declared his view on coaching as having coaching embedded into the mindset; long term goals are greater if individuals have the ability to solve and overcome problems themselves (CIPD, 2017a). If managers or those with deeper knowledge solve or answer questions for employees or colleagues, individuals aren’t equipped with the skills to solve problems themselves; they rely on the knowledge of others. 
Mentoring is assisting an individual with enhancing their knowledge, work or their thinking; occurring as group exercise, or as a one to one away from the place of work (Clutterbuck et al, 2016). Mentoring is also a process where experiences and expertise are shared from a more knowledgeable individual (CIPD, 2019a).
Jeremy Snape described mentoring as technique that requires the influencer to have achieved the very best and top of their field in order to mentor an individual (CIPD, 2017a). However, reverse mentoring which is where a specific group of employees are using their knowledge and skills of a subject to show another group of employees how certain thing works contradicts Snape’s point. Reverse mentoring is often used with individuals of different ages, LGBTQ, disabled or diverse backgrounds (Virgin Media, 2018). It has been said that reverse mentoring programme creates cultural transformation within organisations. 
According to the CIPD (2019a) 96% of Learning and Development teams see coaching and mentoring tools as a priority as a way to increase focus on organisational learning. Workplace coaching can aid performance management, assist individuals with change and encourage learning and development. 

There are many similarities and differences between coaching and mentoring. Coaching is conducted over a shorter and specific time period, often only a few sessions are required but can last as long as required; whereas Mentoring is often long term and covers a broader field. A large amount of the time spent during mentoring is understanding and gaining trust between the mentor and mentee. The role of a coach is to assist the coachee in certain areas, knowledge or skills but a mentor advises an individual on what is best on specific topics (Brockbank and McGill, 2006)
When coaching, the coach will ask particular questions in order draw out answers, whilst listening attentively and non-judgmentally as well as clarifying. The tools adopted by a mentor is providing effective advice and establishing connections in order to improve their current abilities. 
Overall, the focus of a coach is to enable the coachee to discover and conclude new directions and answers independently without relying on others, to improve current performance and enhancing current skills. In contrast to that, the mentor will be exchanging experiences and knowledge with an individual to improve their current capabilities and for the future (Garvey et al 2009).
Rogers (2004) makes assumptions that coaching is based on the coach facilitating the coachee’s learning and development whilst resolving any current issues. Coaching process is based on asking and answering challenging questions. The difference with mentoring is that the mentor and mentee work closely with giving and receiving advice to overcome problems and enhancing their learning and development (Anderson et al, 2009).

Despite the similarities, coaching and counselling are very different. Although both skills aim to increase self-awareness (Hart et al, 2001), require talking and listening and are seen as abilities within the same field, coaching is used to enhance performance to improve general life problems and gain beneficial results. Counselling on the other hand is a support mechanism focusing on a particular problem which may or may not be a long-term complication (Starr, 2011).
Hall and Duval (2004) write that coaching’s direction is prospective, looking into the current situation and future whereas counselling is more retrospective through analysing past or previous issues and problems. The focus of coaching is far narrower than that of counselling as it aims to improve performance at the workplace. However, counselling has greater depth and focus in order to understand the source of what has caused the issues. 
The coach facilitates the coachee to develop their knowledge and abilities with individuals from the organisations being involved partly or not at all throughout the process. A counsellor is a therapist who works to resolve psychological issues and usually the organisation has no involved representatives (Stone, 1999).
As there are blurred lines between coaching and counselling it’s important that the business coach is aware of when which specific technique is most appropriate. Coaches have limited interventions and on occasions long term support from a counsellor may be best. In some cases where coaching and counselling is required, it’s recommended that the coaching period is postponed until the counselling and psychological therapy has concluded. Clutterbuck (1998) states that “the most dangerous person in the organisation is the one who is unaware of his or her limitations”.
According to Starr (2011) coaching is most appropriate for devising and understanding aims and goals, techniques, reducing stress, improving work-life balance, self-awareness, motivations and health and well-being. It’s ineffective for addictions to drugs or alcohol, for individuals experiencing violent/sexual abuse or mental illnesses such as depression. 
There are various learning initiatives other than coaching and mentoring such as e-learning, focus and peer support group as well as self-directed learning. Starr (2011) claims that coaching is appropriate for devising life plans to include aims and goals, seeking ways to relieve stress and better a person’s work life balance and to improve health and wellbeing. These are very similar factors that are found in wellbeing programmes, which is another learning initiative. 
However, wellbeing programmes usually have activities to reduce stress and improve health and wellbeing routines such as diet and fitness and individuals can attend which requires no great amount of input from a person. Unlike with coaching, it would be down to the individual to think ‘outside of the box’ and create and attend their own agenda or plan to help with the above factors. 
Coaching, mentoring and 1:1 training is similar in that they all involve individuals where one has greater knowledge than the other. However, coaches differ to mentors and trainers as they encourage the coachee to find the answers and solutions themselves by helping them develop their thinking and problem-solving skills. Mentors impart their knowledge to the mentee to help to strengthen their abilities. Trainers and 1:1 one training sessions differ entirely as this involves a trainer teaching an individual on how to complete or perform a task and monitoring their progressions. Once their ability to complete a task satisfactory, the training sessions conclude. These sessions are specifically created for information to be imparted and transmitted (ActionCoach, 2019).
A popular and effective coaching tool is Gibbs’ reflective cycle (1988). Self-reflection is a successful tool used in coaching as it encourages and promotes continuous self learning; allowing an individual to analyse their work in order to better their outcomes in the future (Peterson et al, 2009).

To enable effective coaching and mentoring in the workplace, it is best practice to have policy and procedure on coaching and mentoring, as well as a coaching contract. This applies to both internal and external coaches to adhere to when coaching an employee (Brockbank and McGill, 2006). A coaching contract does not need to have a bureaucratic process leading to a written contract, a verbal and moral contract is just as legally binding (Megginson and Clutterbuck, 2005).
There are various coaching models used as starting point of a coaching process and are often used throughout until the set outcome has been achieved. These models include GROW and the OSCAR model. The GROW model stands for Goal, Reality, Options and Will; created in the 1980’s by business coaches Alexander, Fine and Whitmore. This models’ approach is that the coach must be the facilitator guiding the coachee to seek the best options by questions and encouragement, avoiding any advice or direction (MindTools, 2019).
The OSCAR model is established to get the coachee to consider their Outcomes, Situation, Choices, Actions and Review. This model was developed by Andrew Gilbert and Karen Whittleworth and enhances the GROW model; particularly effective when managers are newly adopting a coaching style and is a similar framework used for performance management. 
The instant Payoff Coaching model encourages informal coaching such as corridor coaching and a coaching culture. It is a lower level model than that of GROW and OSCAR but has the same principles of the coach supporting the coachee throughout a process in order to widen their current abilities (Landsberg, 2015).
Hay (1995) in Clutterbuck’s 2014 book defines mentoring as a basic model where a person with a higher understanding and knowledge of a specific topic, transfers their intelligence to another.
There are various types of coaching and mentoring that can be implemented in an organisation; coaching styles such as Performance Coaching, Coaching to Provide Feedback Debriefing and development Planning and Presentation/Communication Skills Coaching. 
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Like with coaching, there are different types of mentoring, such as peer mentoring, reverse mentoring and group mentoring. 
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Selecting the correct coach is a crucial part of the coaching process. Hall (2009) devised a list of ‘dos and don’ts’ for selecting the best coach. The dos suggests using questions which draw out the best practices used by the coach to decide whether that fits the objectives, provide a clear understanding to the coach on the purpose and context of the organisation, and see whether the coach can adjust to the coaching tools of the organisations, not just their own. 
The don’ts being, do not consider coaches who can’t describe their achievements or name those they have previously worked with, don’t accept qualifications and experience at face value or consider a coach who doesn’t undertake supervision (Hall, 2009).
Downey (2003) suggest that line-managers coaching those who report to them is the most obvious choice. However, that can lead to difficulty as the environment can result in lack of trust. Other obstructions could be inequality and preference as to who is coached or not, conflict of pressures that line managers can get frustrated that skills and improvements can take time and the possibility that both the coach and coachee are working on hidden agendas (Ferrar, 2006).
On the other head, the benefits of having a line manager as a coach is having a greater performing team, working relationships and open communication. Managers who frequently adopt coaching behaviours, may enhance their self-confidence and management relationships with their team (Anderson, 2009).
Clutterbuck (2012) claims that the line manager’s role in coaching is to create a coaching environment and culture as oppose to conducting the coaching themselves. Coaching your peers is just as effective as one to one coaching from line manager to employees; line managers who share their self-development improves the coaching process.
Coaching is offered to individuals who need or want to develop their understanding and knowledge to enable them increase their performance. Mentoring is an advising process for those who need opened doors. The purpose of coaching and mentoring is to improve relationship breakdown and departmental activity; taking control of self-development and potential (Connor, 2012). Clutterbuck and Megginson (2010) concluded that effective coaches or mentors do not commit to approaches rigidly and would frequently ask themselves questions called ‘Systemic Eclectic’. This technique proves that the coaches and mentors demonstrate the ability to go with the session with only knowledge and skills to guide and support with difficult choices. 
When considering coaching, the organisation must decide on which approach they will adopt; internal or external coaching. An internal coach is a member of staff from the same employment as the coachee and is often the line manager. Whereas an external coach is a professional coach hired to come in to the organisation (LinkedIn, 2015).
An internal coach is advantageous as they are aware of the organisation’s objectives, culture and processes. However, an internal coach could lead to bias and time is taken from actual work to act as the coach. External coaching will result in professional and specialist coaches which is beneficial to both the employee and employer. Although this will require direct financial costs to the organisation. 
As mentioned, having an active coaching contract in place is best practice and the contract would cover all confidentiality procedures, GDPR 2018 information and ethical practices. It’s important that both the coach and coachee are aware of the importance of data regulations or confidentiality procedures. 
Confidentiality is crucial in a coaching relationship. The coach must ensure that the environment which the discussion will be held is appropriate. For sensitive subjects it might be more suitable to conduct the sessions in a quiet room as oppose to a busy coffee shop. Confidentiality is what forms a trusting relationship between a coach and coachee which benefits the outcome of the coaching sessions (Clutterbuck et al, 2018). An ethical and code of practice in a workplace ensures employees are all working towards the same procedures and best practices. 
Coaching supervision allows coaches to offload any difficulties during discussions with experienced practitioners; this improves personal and professional development (Rogers, 2004). Hawkins (2007) claims the three elements to supervision are coaching the coach with their professional practice, mentoring the coach with continuous professional development and ensuring the coach’s professional practice is of high quality.
There is no definite coaching and mentoring professional body, however there are various coaching beliefs and principles, as well as models. The belief as stated by Starr (2011) are there to encourage the coach and coachee that they have the potential to improve and be better. 
Models used in coaching are that of Covey’s 7 habits of highly effective people. The 7 habits are to be proactive and principal lead, to commence the coaching with the outcome at the forefront, to ‘put first things first and thinking win win’, to understand that the coach is there to support the coachee, to consciously production capability and not only the end result and to finally focus on the circle of influence around you and not the circle of concern; taking into consideration Covey’s Circle of Concern as see in figure 2.3 (Covey, 2005).



Figure 2.3
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Coaching benefits the coachee as they are supported in improving their performances; the coach will show the coachee ways to strengthen their current practices and ways of thinking. This will then have a knock-on effect to the employer as they will gain better skilled and independent employees. Coaches don’t need to have the highest technical experience or expertise to successfully coach an individual; however, by coaching different people they will better their own wisdom on various topics which will benefit them in the long term. 
Mentee’s benefit from a mentor as they work with an individual of higher expertise and knowledge of their specific area. This process has lasting effect, enabling the mentee to work out answers themselves and increase their abilities. The experience of mentoring will be of benefit to the mentor as every individual will have different needs and questions which will challenge their techniques. As with coaching, an employee who experiences mentoring will be beneficial to the organisation as their way of working and thinking will intensify.
Coaching and Mentoring will improve the trust and open relationships between the coach and coachee, mentor and mentee and employer and employee (MindTools, 2019b)

Coaching and mentoring can help achieve organisational objectives in many ways and is becoming increasingly more popular to show capability of coaching and mentoring in HR and L&D as it demonstrates to business leaders your ability to solve challenges (CIPD, 2019).
According to John McGurk, coaching is effective once the barrier of resistance from line manager has dropped and an active coaching culture has been adopted. Hilton Hotel enforced line manager coaching which through a persistent programme has resulted in line managers acting more ‘coaching-focused’ when completing day to day activities. This idea is based on encouraging challenging yet supportive conversations from line managers which leads to a positive coaching culture (CIPD, 2013).
The CIPD (2017) have said recent changes to performance management practice have resulted in organisations ensuring that the workplace and employees are fully equipped for frequent feedback and 1:1 reviews; importantly that a coaching and mentoring culture is enforced to allow effective feedback. A culture of this kind allows employees to voice their views, ideas and frustrations and promotes employee-led conversations. This leads to trusting relationships and higher engagement resulting in higher performance and organisational outcomes. 
Gallup (2019) says coaches individualize as oppose to generalise. This is greatly advantageous to an organisation as they encourage individuals and their own personal ideas and views to be voiced and adopted in a workplace, using their own initiatives instead of relying on the knowledge of others. 
IES report on the impact of coaching and mentoring on wellbeing in the workplace concluded that employees who received coaching at work have improved wellbeing, engagement and job satisfaction. Increased wellbeing impacts on work relates health issues such as burnout and stress. Employees with better wellbeing, engaged and satisfied will result in fewer sickness absences or absenteeism; improving the quality and performance outcomes to reach organisational objectives.
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C oaching Types  

Performance Coaching  Performance Coaching is a coaching style used  to help understanding of what is required of an  employee to fulfil their roles. It is also used to  identify any perform ance and development  gaps; allowing the coach and coachee to work  closely to satisfy the performance requirements  and develop self - professional development  plans   (MindTools, 2019c) .    

Provide Fee dback Debriefing and development  Planning  Often organisations use 360 feedback  processes which is applied to coachin g styles to  analyse the results of the feedback; this style is  known as coaching to provide feedback  debriefing and development plannin g (Forbes,  2017).    

Presentation/Communication Skills Coaching  Coaching to enhance self - awareness and  perception reinforces the importance of how  individuals interact   and communicate with  others. This technique often uses video  recordings which is them shown to the coachee  for   them to analyse their behaviours; this  allows the coachee to reanalyse their  communication and influential techniques   (IOC,  2019).    
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Mentoring Types  

Peer M entoring    Peer mentoring is when colleagues support  each other with growth and achievement. This  is most effective when at least one of the  individuals has   experienced traditional  mentoring which they can pass on to each  other   (Clutterbuck et al, 2016).    

Reverse Mentoring  Reverse mentoring is   becoming a popular form  of mentoring. Used by companies such as Virgin  Media (2017), for example a junior colleague  will mentor an older colleague. Rev erse  mentoring provides a diverse and friendly  culture, improving the technology and  knowledge in specialised areas .    

Group Mentoring  Group mentoring is used when the ratio of  mentor to mentee isn’t enough. This way a  mentor can meet with multiple individuals at  once althou gh occasionally additional 1:1  discussion   are also required   (Clutterbuck et al,  2016).    
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