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

Following a discussion with the director of CDA Care, it is evident that CDA Care understand the importance of ensuring robust coaching and mentoring practices are in place. A lot of on-the-job training is provided, as well as classroom training. Due to the nature of the work carried out by Support Workers at CDA Care, most subjects can be taught in a classroom however the job requires on-the-job training in order for the support workers to reach their full potential. The support workers will gain most of their knowledge by carrying out the work themselves within the community, whilst being mentored by an experienced member of staff (peer coaching) (EV 1). Peer coaching can be either formal or informal and benefits the organisation and employees by boosting morale (AIHR, 2021). 

Staff have access to additional training in whichever subject they feel is required, it’s essential that staff have the resources they need as they are caring for vulnerable adults in the community. Additional training can be delivered formally or informally, and can be face-to-face or on-line. 

Group mentoring sessions are usually held as ‘refresher’ sessions for staff to ensure their knowledge is kept up-to-date. All employees are required to attend these sessions no matter how experienced they are. 

Quality assurance is ensured by periodically carrying out audits and reviewing the formal training, coaching, and mentoring programmes in place and ensuring these are line with organisational goals and objectives. Feedback from employees is always welcomed, and where negative feedback is received the necessary changes can be made. Management at CDA Care are aware of how important it is to follow CDA Care’s training policy (EV 2).  


1.2 Evaluate how current coaching and mentoring activity supports achievement of individual, team and organisational objectives.

Having an effective coaching and mentoring process at work can have lots of benefits on the organisation, the teams within it, and for each individual staff member. These benefits could include: increased productivity; good staff morale and motivation; opportunities for personal and professional development; increased job satisfaction; good retention rates (Croner-i, 2019). 

CDA Care’s website states “it is our mission to be recognised and most admired for its people, performance and to create value by making a difference. Our promise is to exceed professional standards, and to support the aspirations of our people through continuous training and development” (EV 3), (CDA Care, 2021). This statement is met by striving to ensure the coaching and mentoring practices within the organisation are robust and available to staff at all times. 

Many individuals employed by CDA Care are eager to develop their career in the health and social care sector, the organisation supports this by offering formal and informal training, providing access to QCF qualifications in health and social care, and also by identifying talent and recognising potential. Some of the objectives of ‘the development appraisal policy’ is to identify employees training and development needs, and to highlight the potential for each individual employee to develop within their current position into another. The other objectives are to assist employees in performing their jobs to the best of the abilities and to ensure staff are aware of their role and responsibility (EV 4). Team leaders and managers will work with their employees to create an action plan, enabling the employee to work towards their goals (EV 5).  

Coaching and mentoring activities within CDA Care allow the teams to feel comfortable within their job roles, creating a positive experience for employees. This in turn allows the teams to increase efficiency and can lead to lower turnover rates. (Chron, 2020). 


1.3 Assess factors in the organisation including other learning strategies which could impact on the further development of coaching and mentoring.
Unfortunately there can be many different factors, which can impact the development of coaching and mentoring within organisations. These factors may either be internal or external. The factors can include: organisational structure / management structure; resistance to change; competitors; funding and financial constraints; other areas of the business taking priority; and the lack of resources within the organisation (Peel, 2008). 

Factors within CDA Care that have an impact on the development of coaching and mentoring:

Covid-19

The biggest impact on the coaching and mentoring process at CDA Care has been the Covid-19 pandemic. Many changes had to be implemented to accommodate infection control procedures and social distancing guidelines. All induction training has been and is still currently being delivered remotely via Microsoft Teams as well as coaching and mentoring sessions, supervisions, and appraisals. Due to these measures that have been implemented, certain subjects which would usually be delivered in person (such as manual handling training) have had to be temporarily suspended. Due to this, new employees have been rostered to work with experienced employees in the community where possible so that they can be mentored and coached on-the-job. 

Trust and the coaching/mentoring relationship

Trust is another factor which hinders the coaching and mentoring process at CDA Care. Having a good relationship between coach and coachee / mentor and mentee is essential for coaching and mentoring to work effectively. Wotruba (2016), during her research into coaching and mentoring, found that trust in the coaching and mentoring relationship emerged as one of the most significant elements to build a good foundation. She states “all of the participant coaches spoke about the need to build trust at both an individual and a collective level, such that team members trusted them to create a safe and supportive space in which they could disclose, discuss and debate issues”. At CDA Care, trust needs to be improved between the management team and the support workers (who all work remotely) in order to maximise the benefits of coaching and mentoring processes within the workplace. 

Time and lack of resources 

Being a small-medium size organisation, time and resources is often an issue in many parts of the business including coaching and mentoring. Whilst line managers sometimes take on the role of coach/mentor, CDA has just one specifically allocated ‘trainer’ for around one hundred and fifty employees. The trainer at CDA Care is responsible for ensuring all training programmes are up-to-date and in line with legal requirements, and also is responsible for overseeing the processes that are in place for coaching and mentoring. It can be challenging to find the time to concentrate on coaching and mentoring processes within CDA Care as the priority is to ensure all new staff coming into the business receive the necessary induction training. Although line managers always try to find the time to mentor and coach their employees, this is not their top priority. 

Financial constraints

CDA Care is a growing business which means that there is no money in the budget to hire additional coaches and mentors, or to source these services externally.  

(EV 6)

1.4 Make justified recommendations for how coaching and mentoring activity can be developed to benefit the organisation.
Best practice examples of coaching and mentoring: 

· Offering regular feedback 
· Gain feedback from employees
· Encouraging employees to leave their comfort zone 
· Take feedback on-board and be open to change and fresh ideas 
· Encourage employees to learn from each other 
· Build confidence 
· Where there is a performance issue, guide the employee in the right direction rather than doing the work for them
· Understand that sometimes mistakes will happen, be able to support the employee to get it right the next time 
· Provide recognition for good work 
· Set clear goals 
(Stange, 2021)

Recommendations that have been discussed with my line manager for improving coaching and mentoring within the organisation:

Best practice examples to be improved on: Gain regular feedback from employees through surveys, focus groups etc. This allows employees to feel involved and valued, and can identify new ideas for the coaching and mentoring process. 

Instead of doing the work for employees where mistakes are made, guide them in the right direction. That way, the employee should get it right moving forward and this will free up time for line managers. 

The relationship between line managers and remote workers: a certain level of trust must be met between the two. This will benefit both the mentee and mentor. The mentee will be able to perform better in an environment where they feel comfortable.   

Utilising existing support workers to take on the role of coach/mentor: This provides many benefits for existing staff, new staff, and also line managers. It provides new development opportunities for staff and would free up time for managers to focus on other tasks. Maybe a higher hourly rate for the coach/mentor could be offered, the rate of this would be dependent on what is available within budget. 

(EV 7)

Evidence:

1. Record of discussion with line manager regarding the coaching and mentoring process at CDA Care (from on the job training)
2. Training policy and procedure 
3. Screenshot of CDA website (about us)
4. Development appraisal policy and procedure 
5. Screenshot of action plan within development appraisal policy and procedure 
6. Factors impacting the development of coaching and mentoring 
7. Agenda for meeting with line manager regarding recommendations made 


EV 1 
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2.1 Promote the benefits of coaching/mentoring within the organisation, recognising and addressing the potential barriers.

Mentoring and coaching is essential in the workplace offering benefits for the employees, organisation and its stakeholders, i.e. patients receiving care from CDA staff. A workforce that has a sense of feeling valued by its employers are more productive, loyal and may achieve a happy work life balance (BrightHR, 2021). This results in a workforce that has a positive and caring attitude, which is translated into the care that is offered by our care givers to the patients. A robust coaching and mentoring process within the organisation can be attractive to newcomers, which in turn attracts a diverse range of individuals to the company with a variety of skills, life experience, knowledge and experience. This has a positive impact on the workforce already in position. When new good role models are identified they are eager to learn from their new colleagues and share their learning opportunities to help develop their own skills and knowledge. This helps build on improving working relationships resulting in a cohesive workforce. There is also a degree of healthy competitiveness amongst employees which encourages individuals to enhance their own performance and drive. Employees feeling safe and supported in work by having appropriate coaching and mentoring to help them develop their skills and improve their performance within their role may be more inclined to remain with the organisation which will improve retention rates overall. Coaching and mentoring processes can be a way to provide managerial supervision to the individual. All of these sessions are useful ways to identify further training needs and also provides opportunities to identify other issues including personal problems that may be impacting on performance in work and by implementing tailored adjustments put in place can be a way of supporting the employee to remain in the workplace and avoid sickness absence. 

(EV 8)

2.2 Contribute to the development of organisational coaching/mentoring processes.
Line manager, buddies, coaches and mentors within CDA care will use a ‘blended approach’ to train and monitor the new employee. We gain essential feedback from the appointed personnel involved in the form of observational feedback, and reflective accounts. Effective communication is essential and the training manager is responsible for reviewing the induction process which includes a coaching and mentoring package for new employees. This ensures that any further training needs are identified in a timely manner, and to check that the employee has gained the necessary skills, and their performance is monitored to ensure the organisation and our staff are meeting the required legislative standards and best practice recommendations in health and social care. Coaching and mentoring is also on going for staff already in position as it is important for both them and the organisation to continually develop their skills and knowledge. Staff are encouraged to seek new opportunities in the organisation for their development by taking on another role for example ‘acting up’ which will require further mentoring to help develop their skills and provide opportunities for service development, professional development and promotion. New starters to the organisation are also given the Social Care Wales Framework Paperwork (Social Care Wales, 2021), (EV 9). Further guidance, support coaching and mentoring is also provided on-line via Microsoft teams or telephone calls. This has been added in due to the Covid-19 pandemic and the need to reduce transmission rates and reduce risk of exposure to the virus. Staff report that this is going well and have found that they have had more/additional support than usual as this is available seven days a week making additional support more accessible. This has proved a useful tool also in providing virtual manual handling (theory) training sessions in conjunction with on the job learning for this subject as classroom sessions have been put on hold due to the pandemic.  
 
(EV 8, 9, 10, 11)

2.3 Support coaches/mentors to build and develop the knowledge, skills and behaviours required for the role.

We recognise it is essential for the management of our organisation to encourage and support coaching and mentoring within the workplace. We do this by ensuring key factors are in place to facilitate these processes. Some practical and essential measures we hope to put in place include ‘protected time’ (EV 12). By allocating and protecting periods of time this will allow our coaches and mentors the opportunity to fully engage in the process and help support the staff to identify and address their learning needs and requirements. We also feel it is also important that the coach and mentor continue to develop and update their own coaching and mentoring skills and knowledge. The organisation ensures that adequate training rooms are available in the office (currently remote due to the pandemic) and encourage participation in mentoring sessions when appropriate to promote personal and professional development for our coaching and mentoring leads, which in turn will be beneficial for our employees under their line management. Essential skills required of a coach and mentor include effective communication and staff are encouraged to develop these skills. We encourage opportunities to learn and develop which can be facilitated by reading the up to date information and guidance online, attending workshops as well as facilitating sessions to gain experience and broaden their skills.       

2.4 Assist potential coachees/ mentees to understand and participate fully in coaching/mentoring programmes.

We recognise that employee engagement is an essential component in the coachee and mentee process. Engagement can be improved upon if the staff member understands the rationale of coaching and mentoring and the benefits they can achieve by participating fully in the process. We assure the staff member (Support Workers) that they will be allocated protected time for them to engage in the process with their coach or mentor and explain how successful these sessions can be. We explain that it is a way to help them to identify their needs for personal and professional developments. We also emphasise that it is their own personal responsibility to engage in this process and take advantage of the learning opportunities we provide. We send out a generic welcome email with an invite to induction training, and also encourages the staff members to attend future coaching and mentoring sessions (EV 13). We explain that identified learning needs are addressed in a timely manner as these are pertinent to their roles and responsibilities in the workplace. We provide the resources they need which have been identified as a learning need and encourage and promote participation to support development, growth and opportunities to reach their potential best. By fully engaging in the process the coachee/mentee will be supported to overcome and manage difficult problems, overcome barriers and challenges, help improve their interpersonal relationships with their peers and colleagues and aid transition into their position within our organisation. Skills they can gain include problem solving, increased confidence and improved performance, all of which improves their chances for development and promotion within our organisation and improve patient care. 

2.5 Support the on-going evaluation and continuous improvement of the organisation’s coaching/mentoring programmes.
Clutterbuck (2021) states that there are four categories for evaluating the coaching and mentoring process: the coaching/mentoring relationship; the process; the relationship outcomes (whether or not the goals have been met); and the outcome of the programme (what skills have been gained, etc.). 

At CDA Care there is still some work that needs to be done to improve the coaching and mentoring process, and how we evaluate this process. Currently, we are relying on verbal feedback from support workers and have now identified that a formal system needs to be implemented for monitoring and evaluating purposes. To do this, we hope to create a survey that can be given to staff on a regular basis, and will aim to hold focus groups when Covid-19 social distancing guidelines allow this. We will utilise this feedback to identify trends/themes which will inform us which areas of the process require improvement. 

To enable team leaders and managers to focus on the development and relationship building of their teams we hope to introduce protected time to facilitate additional coaching and mentoring sessions. 

For my own personal and professional development, and for the benefit of CDA Care, I am interested in further research of systems that can be utilised to be able to monitor and measure the effectiveness of our coaching and mentoring programmes.  

Evidence:

8. Email RE retention and coaching/mentoring 
9. Screenshot of social care wales (induction framework) 
10. Health and safety policy 
11. Induction and on boarding policy 
12. Email RE protected time 
13. Screenshot of welcome template 
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WPR25 - Training Policy and Procedure

Human Resources - Recruitment, Induction and Training

CDA CARE LIMITED

CDA Care Ltd, Poplar House, Tawe Business Village, Phoenix Way, Swansea, Swansea, SA7 9LA

= Last Reviewed
06 Nov 20

Reason for this review

Summary:

Underpinning
knowledge - What have
we used to ensure that
the policy is current:

Equality Impact
Assessment:

[ Last Amended £ NextPlanned Review in 12 months, or
* 06 Nov 20 &/ sooner as required.
II Changes are important, but urgent implementation is not
II required, incorporate into your existing workflow.
MEDIUM IMPACT
Best practice
Yes

This policy will support with the training and development needs of staff at the service. It has
been updated to include reference to the registration requirement with Social Care Wales.
Sections 4.8, 5.7 and 5.10 added. New reference also included and existing ones checked
to ensure they remain current.

+ The Regulated Services (Service Providers and Responsible Individuals) (Wales)
Regulations 2017
+ The Regulation and Inspection of Social Care (Wales) Act 2016

+ Author: Social Care Wales, (2020), Qualifications and funding. [Online] Available from:
httpsi/socialcare.wales/qualifications-funding [Accessed: 6/11/2020]

+ Author: Social Care Wales, (2018), Continuing Professional Development (CPD).
[Online] Available from: https:/socialcare.wales/learning-and-development/continuing-
professional-development-cpd [Accessed: 6/11/2020]

+ Author: The Welsh Government, (2020), Induction for health and social care (AWIF).
[Online] Available from: https:/socialcare.wales/learning-and-development/induction-for
-health-and-social-care [Accessed: 6/11/2020]

+ Author: NHS Wales, (2020), All Wales Induction Framework for Health and Social Care.
[Online] Available from: hitps:/learning.wales.nhs.uk/course/index.php?categoryid=384
[Accessed: 6/11/2020]

+ Author: Social Care Wales, (2020), Registration. [Online] Available from:

hitps/socialcare wales/registration [Accessed: 6/11/2020]

« Encourage sharing the policy through the use of the QCS App
+ Share ‘Key Facts’ with all staff
+ Ensure relevant staff are aware of the content of the whole policy

QCS have undertaken an equality analysis during the review of this policy. This statement is
a written record that demonstrates that we have shown due regard to the need to eliminate
unlawful discrimination, advance equality of opportunity and foster good relations with
respect to the characteristics protected by equality law.
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4. Policy

4.1 CDA CARE LIMITED believes that continuous improvement of its services is dependent upon the
continuous development of the skills of its workforce. CDA CARE LIMITED will therefore review and plan for
that continuous development.

4.2 CDA CARE LIMITED will ensure that it reviews (at least annually — see Business Plan for CDA CARE
LIMITED) its operational plan and objectives to ensure that all objectives are supported by

appropriate training and development.

4.3 CDA CARE LIMITED will review the needs of its Individuals (at least annually or when changes occur) to
ensure that all needs are supported by appropriate training and development.

4.4 CDA CARE LIMITED will review all requests for development against its objectives to ensure that the
activity supports the achievement of its objectives.

Staff requesting development which is not required by organisational goals may be authorised by CDA
Care Limited for individual reasons, such as a reward for exceptional attendance or performance.

4.5 Staff supported by CDA CARE LIMITED to attend external courses will prepare a teaching summary of
the course content and an evaluation within seven days of completion of the course. They will also deposit
the course material or a copy of the same in a place accessible by all staff.

4.6 CDA CARE LIMITED will expect staff undergoing training to remain in employment for 12 months
following the end of the training, otherwise a portion of the training costs will be recovered from the
individual on termination.

4.7 CDA CARE LIMITED believes that in-house resources, in-house training, development events and
support are the most effective way of achievingits aims and will use those strategies wherever possible.
4.8 CDA CARE LIMITED will ensure that staff are supported to complete their registration with Social Care
Wales and their training and development maintained throughout their time with CDA CARE LIMITED.
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LIFE DOESN'T NEED TO CHANGE

ABOUT US

At CDA Care our purpose is to create an environment and diverse range
of services that will assist you cope effectively with any difficulties you
may be experiencing. We value people and our relationship with them is
our greatest asset.

Found in 1995, CDA Care provides Domiciliary Care for Older People and
Younger Adults with Physical Disabilities and/or Sensory Impairment,
throughout South and West Wales.

CDA Care Ltd embrace our responsibilities through the provision quality,
progressive and modern outcome focused support

Our core values of Integrity, Accountability, and Passion underpin our
objective to provide exceptional Client experiences through the delivery
of superior Client services, and it is our mission to be recognised and
most admired for its people, performance and to create value by
making a difference.

Our promise is to exceed professional standards, and to support the
aspirations of our people through continuous training and
development.

We pride ourselves on providing a flexible service in differing settings,
which can deliver quality support on weekdays, weekends, evenings and
crisis management (24/7 short notice availability).




image8.png
CDA CARE LIMITED
CDA Care Ltd, Poplar House, Tawe Business Village, Phoenix Way, Swansea, Swansea, SA7 9LA

3.1 To assist employees in performing their jobs to the best of their abilities, maximising their levels of job
satisfaction and their contributions to the objectives of CDA CARE LIMITED.

3.2 To identify the individual employee’s training and development needs that are required to meet CDA

CARE LIMITED goals.

3.3 To highlight the potential for each individual employee to develop within their current position, or into
another.

3.4 To ensure that staff are aware of the of their roles and responsil
to the achievement of the objectives of CDA CARE LIMITED.

ies and the contribution they make

4.1 CDA CARE LIMITED recognises that a well-functioning appraisal system is fundamental in creating a
quality service for Individuals, ensuring that staff are supported to reach their potential and meet business
objectives.

4.2 CDA CARE LIMITED will ensure that all staff have an annual appraisal, which provides feedback on
their performance and identifies areas for training and development in order to support them in their role.
4.3 Appraisers will be line managers with up-to-date knowledge and training in the appraisal process.

4.4 CDA CARE LIMITED supports a culture of learming and development and will use the appraisal as an
opportunity to explore each individual's needs.

4.5 During the appraisal, a written document will be produced which will highlight the salient points
discussed. This document can then be used as a working document and referred to throughout the year.
4.6 As a partner in the appraisal process, the employee being appraised will be able to contribute fully to
the process.

4.7 Personal appraisal documentation must be stored in the individual employee’s personnel file and be
subject to the normal security and privacy measures applying to that file.

4.8 The appraisal system at CDA CARE LIMITED will be reviewed and evaluated as part of quality
assurance, to ensure that it is an efficient and effective system meeting both business requirements and
the needs of employees.
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CDA CARE LIMITED
CDA Care Ltd, Poplar House, Tawe Business Village, Phoenix Way, Swansea, Swansea, SA7 9LA

Agree a plan for the forthcoming year (whenever possible). A timescale of action and results to be achieved should be
agreed where appropriate.

Name:

Key Areas Discussed Action Plan to be Followed - State by Whom Target Date
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Factors that could impact on the further development of

coaching and mentoring within CDA Care

Covid-19 pandemic

- Manual handling training
temporarily suspended
- Induction training
delivered remotely
- Utilise on-the-job training
so that employees can be
coached and mentored at
work whilst they cannot be
trained in a classroom

Trust between management
and remote workers

- Trust between management
and remote workers needs to be
improved in order to get the
most out of coaching and
mentoring

Time / lack of resources

- One allocated ‘trainer’ for
150 employees
- By the time all new
employees have received
induction training, not
much time is left to focus
on further coaching and
mentoring
- Coaching and mentoring
is not top priority for line
managers

Financial constraints

- Growing business,
currently no money in the
budget to hire additional
trainers / coaches /
mentors
- [Too expensive to source
external coaches /
mentors
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|Agenda for meeting

Recommendations on how to improve coaching and mentoring

processes

Recommendations that have been discussed with my line manager:

Recommendation

The benefit

Build the relationship between
managers and remote workers

Trust is essential for the coaching
and mentoring relationship. The
employee will feel more comfortable
within their role and will be able to
perform to a better standard. The
organisational will see better
performance and productivity from
employees

Utilise existing support workers to
coach and mentor — on-the-job
coaching/mentoring has been

successful during the pandemic. We
could look at introducing this
permanently, identify talent within the
team of remote workers to undergo
additional training to be able to
deliver more in-depth coaching and
mentoring to mainly new staff, but
also existing staff where there are
performance issues

This provides opportunities for
existing employees to develop their
skills in coaching and mentoring. It

also offers development
opportunities. Higher hourly rate?
New staff entering the business will
be able to build relationships within
the company whilst being coached
and mentored. This will help them to
settle in and feel comfortable in their
role.
It benefits the organisation by freeing
up more time for line managers to
focus on other things, knowing that
new staff members are being taken
care of in the community.

Best practice examples that we could
improve on:

- Gaining feedback from
employees
- Be open to change and fresh
ideas
- Ensure that employees are
guided in the right direction
where mistakes are made
instead of doing the work for
them

Feedback from employees will allow
us to see where further improvements
in the process can be made.
Employees will feel involved and will
know that their opinion matters.
The feedback can be used to look at
new ideas.

Guiding employees in the right
direction instead of doing the work for
them will ensure they get the work
done correctly, and will free up line
managers time in the long run
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From: Carys Francis
Sent: 30 November 2020 10:27

To: Lrunn 17005 <Cannnneon
Subject:

@cdacare.co.uk>

Hit s

I know one of our main issues is staff retention, | am really keen to work with you and the managers to improve
and develop our coaching/mentoring processes. | think it will benefit the staff by showing that we are investing in
them. Our induction programme works really well and by ensuring coaching and mentoring works alongside this
with all new recruits it will be beneficial in relation to staff retention. This will help us identify and pick out good
new role models into the service. Another benefit of this ensures systems are in place for a robust managerial
supervision process which the staff value

Kind Regards

Carys Francis
Human Resources Manager

CDA Care
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Social Care Wales

Covid-19: Information, guidance and resources to support you through
the pandemic
Covid-19 homepage

Resources and guidance

Induction for health and social care
(AWIF)

The All Wales Induction Framework for Health and Social Care includes the
knowledge, understanding and practice which should be demonstrated over
time, by workers who are new to their role. We have developed guidance,

progress logs, workbooks, resources and a glossary to help you implement

Website feedback

the Induction Framework.
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WHRO02 - Health and Safety Policy and Procedure

Health and Safety - Risk Assessment

CDA CARE LIMITED

CDA Care Ltd, Poplar House, Tawe Business Village, Phoenix Way, Swansea, Swansea, SA7 9LA

Reason for this review

Summary:

Underpinning
knowledge - What have
we used to ensure that
the policy is current:

Equality Impact
Assessment:

@ Review Sheet

W= Last Reviewed
22 Oct 20

[ Last Amended £ NextPlanned Review in 12 months, or
* 220ct'20 &/ sooner as required.

II Changes are important, but urgent implementation is not
II required, incorporate into your existing workflow.
MEDIUM IMPACT

Scheduled review
Yes

This policy outlines the overarching health and safety policy for the service and has a
'statement of intent' template available in the forms section. It has been reviewed with no
significant changes and references checked and updated.

« Civil Contingencies Act 2004

« Control of Substances Hazardous to Health Regulations 2002

« The Electricity at Work Regulations 1989

+ Health and Safety at Work etc. Act 1974

+ The Health and Safety (First Aid) Regulations 1981

+ Management of Health and Safety at Work Regulations 1999

+ The Manual Handling Operations Regulations 1992

+ The Regulatory Reform (Fire Safety) Order 2005

+ The Health and Safety (Miscellaneous Amendments) Regulations 2002

+ The Regulated Services (Service Providers and Responsible Individuals) (Wales)
Regulations 2017

+ The Regulation and Inspection of Social Care (Wales) Act 2016

+ The Regulation and Inspection of Social Care (Wales) Act 2016 (Consequential
Amendments) Regulations 2018

« Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR)

+ Author: HSE, (2020), Workplace Health and Safety Standards. [Online] Available from:
https:/www.hse.gov.uk/healthservices/hswpg.htm [Accessed: 22/10/2020]

* Author: HSE, (2020), Who regulates health and social care. [Online] Available from:
https://www.hse.gov.uk/ealthservices/arrangements.htm [Accessed: 22/10/2020]

* Author: HSE, (2011), Guidance on Domiciliary Care and Section 51 of the Health and
Safety at Work etc Act (HSWA). [Online] Available from:
https:/www.hse.gov.uk/foi/internalops/sims/pub_serv/071105.htm [Accessed:
22/10/2020]

* Author: HSE, (2020), Domiciliary care provided in people's own homes. [Online]

Available from: htips://www.hse.gov.uk/healthservices/domiciliary-care.htm [Accessed:
22/10/2020]

« Encourage sharing the policy through the use of the QCS App
« Ensure the policy is discussed in planned supervision sessions with relevant staff
« Ensure relevant staff are aware of the content of the whole policy

QCS have undertaken an equality analysis during the review of this policy. This statement is
a written record that demonstrates that we have shown due regard to the need to eliminate
unlawful discrimination, advance equality of opportunity and foster good relations with
respect to the characteristics protected by equality law.
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WPR24 - Induction and Onboarding Policy and Procedure

Human Resources - Recruitment, Induction and Training

CDA CARE LIMITED
CDA Care Ltd, Poplar House, Tawe Business Village, Phoenix Way, Swansea, Swansea, SA7 9LA

W= Last Reviewed = Last Amended 7> Next Planned Review in 12 months, or
26 Feb '21 * 26 Feb'21 &/ sooner as required.
II Changes are important, but urgent implementation is not
II required, incorporate into your existing workflow.
MEDIUM IMPACT

Reason for this review Scheduled review

Yes

This policy highlights the induction and onboarding process to follow at a service. There has
been no imminent legislative changes to practice required, however a new Staff Allergy
Confirmation Form has been added and the Staff Recruitment Checklist updated to include
this. References also checked to ensure they remain current.

Summary:

+ Equality Act 2010

« Equality Act 2010: Chapter 1 (Protected Characteristics) Chapter 2 (Prohibited Conduct)
and Chapter 3 (Services and Public Functions)

+ Health and Safety at Work etc. Act 1974

+ Management of Health and Safety at Work Regulations 1999

« Safeguarding Vulnerable Groups Act 2006

+ The Regulated Services (Service Providers and Responsible Individuals) (Wales)
Regulations 2017

+ The Regulation and Inspection of Social Care (Wales) Act 2016

+ The Regulation and Inspection of Social Care (Wales) Act 2016 (Consequential
Amendments) Regulations 2018

« Author: Social Care Wales, (2021), Registration. [Online] Available from:

httpsz/socialcare. wales/registration [Accessed: 26/2/2021]
. Aulhov RCN (2016), First slaps for haallh care assistants. [Onllne] Avallable from:

[Accessed: 26/2!2021]
Underpinning + Author: The Welsh Government, (2021), Induction for health and social care (AWIF).
knowledge - What have [Online] Available from: https:/socialcare.wales/learning-and-development/induction-for
we used to ensure that -health-and-social-care [Accessed: 26/2/2021]
the policy is current: * Author: The Welsh Government, (2018), Statutory Guidancs. [Onllne] Available from:

Lesmminls;imﬂidua]s.ndi[Accessed 26/2!2021]
+ Author: Gov.uk, (2019), Right to work checklist. [Online] Available from:

https://www.gov.uk/government/publications/right-to-work-checklist [Accessed:
26/2/2021]

« Encourage sharing the policy through the use of the QCS App
« Ensure the policy is discussed in planned supervision sessions with relevant staff
« Ensure relevant staff are aware of the content of the whole policy

QCS have undertaken an equality analysis during the review of this policy. This statement is
Equality Impact a written record that demonstrates that we have shown due regard to the need to eliminate
Assessment: unlawful discrimination, advance equality of opportunity and foster good relations with
respect to the characteristics protected by equality law.
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From: Carys Francis
Sent: 04 January 2021 16:37

“ Dcdacare.co.uk>
-“@cdacare.co.uk>

Ce:C.
Subject:

Hi both,
Due to the ongoing restrictions under the pandemic this would be a good opportunity to start to think about
implementing protected time slots for team leaders, to allow them to spend more time mentoring new
employees and ensuring that they are gaining the skills needed for their role as support workers.

Please can you let me know what you think, and how we can monitor this in the coming months.

Kind Regards

Carys Francis
Human Resources Manager

CDA Care

Poplar House, Tawe Business Village, Phoenix Way, Enterprise Park, Swansea SA7 9LA
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Dear NAME,

I would like to take this opportunity to welcome you to CDA Care. Now
that your pre-employment checks are complete, we would like to invite
you to attend an online induction-training course. This training is essential
and must be successfully completed before you can commence work.

The following date and time has been agreed, for you to attend this
training online:

DATE:
TIME:

The training is currently held via Microsoft Teams due to the Covid-19
pandemic. We will send you a separate email, which will include a link for
you to be able to join the training session. At this session you will meet
the training manager.

Once you have commenced work, additional training/mentoring is available

to all employees at CDA Care and we encourage your engagement and
participation. Any additional training you feel you require can be booked

either through myself or your team leader.

We look forward to seeing you at the induction session.
Yours Sincerely,

NAME
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Candidate name: Carys Francis

CIPD Membership/registration No.:

55382687
Qualification title: CIPD Diploma in Applied Human Resources Unique Learner No. (ULN):
1904626
Unit Unit title Assessment Evidence description Evidence | Assessor IV initials if
code criteria no. reference | initials sampled
number
5ADCM | Contributing to coaching and 1.1 Record of discussion with line manager regarding | EV1
mentoring in the workplace coaching and mentoring process
1.1 Training policy and procedure EV2
1.2 Screenshot of CDA website EV3
1.2 Development appraisal policy and procedure EV4
1.2 Screenshot of action plan within development EV5
appraisal policy and procedure
1.3 Factors impacting the development of coaching EV6
and mentoring
1.4 Agenda for meeting with line manager regarding EV7
recommendations made
21,22 Email - regarding retention and EV8
coaching/mentoring
22 Screenshot of social care wales website (induction | EV9
framework)
22 Health and safety policy EV10

Candidate declaration:

| confirm that the work/evidence presented for assessment is my own unaided work.

| 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.

| agree to this work being subjected to scrutiny by textual analysis software if required.
| understand that my work may be used for future academic/quality assurance purposes in accordance with the provisions of the Data Protection Act 1998.

I understand that the work/evidence submitted for assessment may not be returned to me and that | have retained a copy for my records.

| understand that until such time as the assessment grade has been ratified through internal and external quality assurance processes it is not final.

Signature: C Francis

Date:

15/03/2021
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Candidate name: Carys Francis

CIPD Membership/registration No.:

55382687
Qualification title: CIPD Diploma in Applied Human Resources Unique Learner No. (ULN):
1904626
Unit Unit title Assessment Evidence description Evidence | Assessor IV initials if
code criteria no. reference | initials, sampled
number
5ADCM | Contributing to coaching and 22 Induction and on boarding policy EV11
mentoring in the workplace
23 Email - regarding protected time EV12
24 Screenshot of welcome template EV13

Candidate declaration:

+ | confirm that the work/evidence presented for assessment is my own unaided work.

* | 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 if required.
* lunderstand that my work may be used for future academic/quality assurance purposes in accordance with the provisions of the Data Protection Act 1998.
* lunderstand that the work/evidence submitted for assessment may not be returned 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 it is not final.

Signature: C Francis

Date:

15/03/2021
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1.

As part of my professional development | decided to have a discussion with
the director of CDA Care to ensure | have a sound understanding of our
approach to coaching and mentoring within the organisation. The quality of
the training provided to staff is the main driver, rather than what the cost is.
CDA Care understand that in order for its services to continue to improve it is
essential that employees have the opportunities to continuously develop their
skills and knowledge. The operational plan and objectives are reviewed at
least annually to ensure that all objectives are supported by appropriate
training and development programmes. CDA Care’s Training Policy states
that “the most common form of training at CDA CARE LIMITED is on-the-job
training provided by colleagues and team leaders”. We believe that the most
effective way of achieving our goals is to provide in-house training, which is
why we have invested in our own training manager. The training manager
delivers induction training, refresher training, provides access to QCF and
other qualifications, and is also qualified to be able to create any new training
programme, which may be relevant at any time. All employees joining the
company as support workers attend a full induction training course, which is
compliant with the All Wales Induction Framework (Social Care Wales, 2021).
Once they have joined the company they are required by law to register with
Social Care Wales to be able to continue to practice in health and social care
in Wales. To do this, the management team must assist the support workers
in completing the necessary qualifications to be able to register, and must
also support them to continue their professional development. In order for
health and social care workers to maintain their registration they must
undertake and record at least 90 hours of ‘post registration training and
learning’ (PRTL), and continuously update their professional development
record (Social Care Wales, 2017).

CDA Care’s training policy also has forms attached to it which employees can
utilise, these include: training approval form; record of training, development
and qualifications]; record of statutory and mandatory training; review of
training needs at organisational level; training action plan; training attendance
record.
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One-off coaching sessions are useful when it comes to introducing new
policies and procedures, promotions; new equipment, or to deliver training on
new law and legislation.

The ‘development appraisal policy and procedure’ at CDA Care is in place to
ensure that all employees are provided with an appraisal that assesses their
performance and identifies any skills gaps, this offers opportunities for further
training and development. This policy also ensures that employees are aware
of their role and responsibility and allows them to develop into other roles if
they wish. The appraisal form is sent to the employee in plenty of time before
the meeting is held to give them chance to reflect and think about what they
would like to discuss at the appraisal. As part of the appraisal, 360 degree,
feedback from management and colleagues is given. The aim of 360 degree
feedback is to give constructive feedback in order for the employee to

recognise areas that they may need to improve, and areas where they excel
(The balance careers, 2021).
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