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Evidence Matrix 

 

Candidate name: Rachel Thomas CIPD Membership/registration No.: 55478540 
 

Qualification title: CIPD Diploma in Applied Human Resources (Level 5) Student Number: 1201576 
 

Unit 
code 

Unit title Assessment 
criteria no. 

Evidence description Evidence 
reference 
number 

Assessor 
initials 

I/V initials if 
sampled 

5ADCM Contributing to Coaching and 
Mentoring  

 Email from Deputy Head of POD EV01   

   Resources available on Service’s internal website 
(@Work)  

EV02   

   Coaching Guide (Pages 1 – 2)  EV03   

   Mentoring Procedural Guidance Document (Pages 1 
– 2) 

EV04   

   Capability Procedure  EV05   

   Mentoring Flowchart  EV06   

   Email from Head of HR regarding IDR process  EV07   

   IDR – Line manager meeting online document  EV08   

   TRG1 form  EV09   

   Email to POD with recommendations  EV10   

   Email from Deputy Head of POD regarding 
recommendations  

EV11   
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   Email to POD – re: providing assistance in promotion  EV12   

   Email from Deputy Head of POD – confirming the 
need for assistance 

EV13   

   Meeting request with POD EV14   

   Meeting minutes - POD EV15    

   Meeting request with CCBD EV16   

   Meeting minutes - CCBD EV17   

   Global email - @Work access EV18   

   Facebook Workplace  EV19   

   Coach/Mentor Development Plan EV20    

   Email to POD – Coach/Mentor Development Plan EV21   

   Feedback email from POD – Coach/Mentor 
Development Plan  

EV22   

   Screenshot of list sent across to POD of those in 
managerial roles 

EV23   

   Available coaching courses  EV24   

   Email to Heads of Department/Station EV25    

   Example of step-by-step guide to job role EV26   

   Guides available on Microsoft Teams  EV27   
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   Search element on @Work EV28   

   Email from line manager to complete CIPD test EV29   

   Example of test to complete  EV30   

   Outcome report following completion of test EV31   

   Email from Head of Department regarding Colour 
Works 

EV32   

   Email from POD confirming the roll out of Colour 
Works session to employees 

EV33   

   Survey - Coachee  EV34   

   Survey - Coach EV35   

   Line manager feedback  EV36   

   Email from POD – Thank you EV37    

Candidate declaration: 

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

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

• I agree to this work being subjected to scrutiny by textual analysis software if required. 

• I understand that my work may be used for future academic/quality assurance purposes in accordance with the provisions of the Data Protection Act 1998. 

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

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

Signature:  Date: 26 April 2021  
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Assessing the Impact of Coaching and Mentoring 

 

1.0 Background Information   

 

Mid & West Wales Fire and Rescue Service (MWWFRS) operates 58 fire stations across 12000 square 

kilometres of Wales, employing around 1,300 employees. MWWFRS’s vision is “to be a World Leader 

in Emergency Response and Community Safety” (MAWWFire, 2020a). To do this, the aim is to deliver 

proactive and reactive fire and rescue services to the people of Mid and West Wales (MAWWFire, 

2020b). 

 

1.1 Organisational Approach  

 

Employees will have been given a formal induction on the date of commencement, however, will 

also be required to attend training sessions, or require some form of coaching and mentoring to 

bring them up to speed with the requirements of the Service.  

 

In view of this, operational employees will predominantly attend structured training courses carried 

out by the Service’s Training Delivery Department, such as an Initial Recruits Course, Breathing 

Apparatus assessment and First Aid training. On the other hand, those in an admin-based role, will 

have been recruited for their specialist skills and knowledge, so will therefore require less formal 

training, instead may benefit from coaching or mentoring.  

 

It can be concluded that the Service is aware of coaching and mentoring as a learning and 

development approach. Having spoken to the Deputy Head of People and Organisational 

Development, Station Manager Rees, I was pinpointed to the available information relating to this 

topic (EV01). A search on the Service’s internal website brings up a plethora of information and 

resources connected to coaching and mentoring (EV02). Specific documentation relating to each 

learning method, has been created that provides clear definitions, whilst clearly setting out the 

process and requirements (EV03). This information is available in an informal format, through step 

by step guides, and formally in the form of procedures signed off by the Executive Leadership Team 

(EV04).  

 

1.1.1 Types of Coaching and Mentoring  

 

MWWFRS utilise coaching and mentoring to improve employee performance. Coaching and 

mentoring is mentioned in procedures such as the Capability procedure, as a form of resolution for 

poor performance (EV05).  

 

Being an employee of the Service, I understand that there is both a formal, and informal approach to 

the types of coaching and mentoring offered to employees. Formal coaching and mentoring falls 

under the responsibilities of the People and Organisational Development department. The 

appendices to the ‘Coaching and Mentoring Procedure’ clearly address the process of requesting 

formal coaching and mentoring, and the necessary documentation for completion (EV06). The 

process allows for the relationship between coach/coachee, mentor/mentee to be monitored, whilst 

also assessing their development.  

 

Informal coaching and mentoring are easier to facilitate, especially when working with the On-Call 

Firefighters who only attend the Stations once a week for drill period and when called upon to 
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attend incidents. The time during drill period, can be spent sat with individuals on a one-to-one basis 

to review and progress with portfolio work. Due to the increased demands and commitments of 

operational roles, Service stats suggest that there is a dramatically higher turnover of employees 

within this sector, for example, for the period April 2019 – March 2020, the Service lost around 120 

operational employees (MAWWFire, 2020c). By providing coaching and mentoring opportunities for 

staff, it aims to encourage employees to stay with the organisation. 

 

With around 1,400 employees, each of whom have different knowledge, experiences, and 

ambitions, MWWFRS tends to rely on internal coaching and mentoring to meet its needs. On 

occasions where expertise is unavailable, the People and Organisational Development Department 

will make the necessary arrangements to bring in external parties. However, this only tends to be 

the case where the requirement is for more than one individual, making it more cost efficient.  

 

1.2 Impact of Organisational Factors  

 

Even though information regarding coaching and mentoring is readily available to employees, 

MAWWFRS do not necessarily promote and encourage this as a learning initiative. This and many 

other factors can impact on the success of these initiatives within the organisation.  

1.2.1 Other Learning Initiatives 

 

Emphasis is placed on personal development by attending structured training courses. Training 

revolves around the process of “an employee being taught a new skill or information which they do 

not currently possess” (BCF Group, 2020). MAWWFRS’s approach reflects Thorpe and Clifford’s 

(2003) beliefs, that training and coaching are part of the continuum of development, whereby you 

must first be taught the information by attending training, before being able to put it into practice. 

This also more cost efficient as you will get groups of people attending such courses, instead of on a 

one-to-one basis. The size of groups attending has however, been impacted by the coronavirus 

pandemic, whereas you would normally have a group of 12 individuals attending, numbers are now 

restricted to a maximum of 6.  

 

MAWWFRS asks employees to complete an Independent Development Review (IDR) on an annual 

basis. CareerSmart (2020) explain the purpose of an IDR from an organisation’s perspective is to 

“assess an individual’s performance and to reinforce the connection to the aims and objectives of the 

organisation”. The IDR is made up of several questions in line with the Service’s strategic aims and 

objections (EV07) whereby individual development requirements can be highlighted in line with 

career pathways established by the People & Organisational Development Department (EV08).  

 

1.2.2 Organisational Structure  
 

Morgan (2015) suggests that there are 5 types of organisational structure, of which, MAWWFRS 

operates a traditional hierarchy structure with differing levels. Max Weber identified hierarchical 

structure as a central principle of a bureaucratic organisation (Kew and Stredwick, 2010). MAWWFRS 

use a ‘top-down’ approach to communication, whereby decisions are made at the highest level and 

transpired through to those lower down the hierarchy. The process of gaining consent and 

implementation of coaching and mentoring strategies is therefore a lengthy process.  
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1.2.3 Organisational Culture  

 

The organisational culture within MWWFRS is one that strives on the development and success of its 

employees, whilst also providing the necessary community services to residents of Mid and West 

Wales. On the other hand, it is very old fashioned in that it has a hierarchical culture, where a 

manager’s role is to primarily ensure that employees follow procedures correctly to ensure 

consistency and results.  

 

1.2.4 HRD Strategy  

 

In 2016, the Service appointed Eversheds Employment Law Specialists to undertake a review of the 

HR provision. The subsequent report outlined that the HR team is functioning with reduced skill sets 

(the norm in most businesses is 1 HR Professional to 100 staff, ratio for Service 1:216) and that there 

is excessive manual intervention and transactional activities (MAWWFire, 2019a). As a result, the 

current HR structure is being forced to provide a reactive service, rather than proactive service.  

 

Utilising an informal coaching and mentoring approach, the HR function can share knowledge quickly 

and cheaply amongst one another. This would also allow for continuous individual development, 

whereby the coach/mentor learns to adapt learning and communication styles to ensure 

understanding, whilst the coachee/mentee is developing their knowledge.  

 

1.2.5 Future Trends  

 

The CIPD’s People Profession 2030 Report, looks at factors which could have impact on organisations 

in the future. For example, technology. According to the Annual Equality Report 2020-21 

(MAWWFire, 2020d), the majority of the Service’s workforce are aged 35 – 64 years old, whereby, 

today, this age group would be perceived to have limited technological understanding.  

 

Mindtools (2021) suggests that the view of having more knowledge from experience, is often not the 

case. Reverse mentoring is the relationship between a junior team member, sharing skills, 

knowledge and understanding, to those more senior. Reverse mentoring can help to bridge the gap 

between the varying generations within the workforce.  
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1.3 Recommendations  

 

Based on the above findings and discussions with the People and Organisational Development 

department, the following recommendations can be made:  

 

1. Even though the procedures and processes are in place within the organisation for coaching 

and mentoring to take place, these learning initiatives are not actively promoted and 

consequently, uptake is low. Therefore, by utilising the Services communication department, 

this could be promoted on the Service’s internal website @Work, and via global 

emails/memos.  

2. Following on from the above, information regarding these learning initiatives can be 

provided to employees as part of their inductions packs when they start with the Service. 

This will not only show that the organisation is keen for employee development and 

improvement but will also start to change the culture within the organisation.  

3.  Within the organisation at present, should an employee attend any form of training, they 

will be required to complete a TRG1 form (EV09) to evidence that they attended and their 

results, which is then added to the system. As the majoring of coaching and mentoring is 

carried out in an informal capacity, line managers should be encouraged to highlight and 

record this as part of the individuals learning and development, for both the coach/mentor 

and coachee/mentee.  

My proposed recommendations have been sent to the People and Organisational Development 

department for consideration, who agree with my proposals (EV10 & EV11).  
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Supporting the Implementation of Coaching/Mentoring within the Organisation 

 

2.0 Promoting the Benefits of Coaching/Mentoring   

 

Coaching and mentoring has become a focal point for the People and Organisational Development 

department to work on. In this regard, I have been able to offer my assistance in ensuring that 

coaching and mentoring is promoted within the Service (EV12).  

 

Firstly, it was agreed to consult with the Head of People Development to agree the best course of 

action moving forward, as any changes may have an impact on the budget for the Department 

(EV13). Upon approval, a meeting was arranged (EV14), whereby we were able to review the current 

Service literature available on this topic, whilst also looking at ways for improvement (EV15).  

 

I was responsible for liaising with the Service’s Corporate Communications and Business 

Development department (CCBD) to look at the various methods of promoting such learning 

initiatives within the Service, a meeting was held in this regard (EV16). The discussions within the 

meeting resulted in activities being delegated across the department, with CCBD taking on the 

responsibility of creating and initiating promotional activities on the Service’s internal website 

(EV17). An email was sent to all employees following this discussion, to include the link to access the 

Service’s internal website allowing individuals to access the necessary information (EV18).  

 

Utilising social media platforms such as Facebook Workplace, also helped to promote and direct 

individuals to information relating to coaching and mentoring (EV19). As agreed during our meeting 

with CCBD, it was felt that by targeting promotions internally, this would be more beneficial in 

increasing the uptake of such initiatives.   

 

By increasing the understanding of those in managerial positions, it was believed that this would 

impact on the levels of uptake. In this regard, it was important to highlight the benefits of coaching 

and mentoring that included:  

 

• Employee Retention - By increasing levels of employee engagement, CIPD (2019) suggests 

that employees begin to show discretionary effort. This and increasing development 

opportunities, leads to increased performance and revenue. 

• Knowledge Sharing – Such learning approaches allows for knowledge to be shared initially 

on a one-to-one basis, but can passed on wider when working within teams, or groups. As a 

result, coaching and mentoring can prove to be a cost-effective way of developing 

employees (CMI, 2014).  

• Building Relationships – Coaching and mentoring relies on one-to-one learning, therefore 

building good relationships is key to achieving the most out of the sessions. This can then be 

transpired into the workplace.  

2.1 Development of Organisational Coaching/Mentoring Processes  

 

MWWFRS already have an array of information available to employees regarding coaching and 

mentoring, during the meeting with POD, it was agreed that they would look at reviewing the 

information within the necessary procedures and guidance documents, whilst CCBD would look at 
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changing the format of the documentation in line with the corporate styling and layout (EV15 & 

EV17).  

 

Current literature targets the development of the coachee/mentee; therefore, it was agreed to look 

how the coaching and mentoring relationship also benefits the development of the coach. 

Clutterbluck (2013) suggests that less than 30% of coaches consider their own personal 

development. In view of this, a ‘Coach/Mentor Development Plan’ was created to capture such 

development opportunities (EV20). Upon completion, this was sent to POD for their feedback (EV21 

& EV22).  

 

CIPD (2020a) suggests that the Human Resources and Learning & Development functions play a 

massive part in determining the quality of coaching provided within an organisation. They need to 

ensure that performance gaps are clearly identified, and that the appropriate coaches and mentors 

are selected. In view of this, I have collated a list of all employees in managerial roles (EV23) to be 

passed onto POD who can investigate their skills matrixes to determine any skills gaps.  

 

2.2 Supporting Coaches/Mentors  

 

By identifying the skills gaps of employees, we were able to look at what we, as a Service could do, 

to reduce such deficits. Google were able to demonstrate the link between management behaviour 

and positive people results in its ‘Project Oxygen’ research (Making Business Matter, 2017). Based 

on this, we chose to address the need for development within management in the first instance. By 

contacting our external learning providers, we were able to find an array of coaching courses (EV24). 

It was agreed that the information on how to book onto such courses would be passed onto Heads 

of Department, via email, to be forwarded onto those in managerial positions within their 

departments (EV25). We also agreed to upload all information relating to such courses onto the 

Service’s internal website. 

 

Within the HR department, each employee is in a specialist role, for example: recruitment, 

establishment, employee relations and sickness, and therefore, there is no resilience should an 

employee be absent or require assistance. In view of this, I was required to create step-by-step 

guides on how to carry out my role (EV26). Each employee was required to complete these guides 

and are accessible on Microsoft Teams for all to use (EV27).  

 

An important element of coaching is ensuring that information is readily available, when needed. In 

this instance, Service policies and procedures are accessible via the Service’s internal website, 

@Work. By using the ‘Search’ element (EV28), information can be found and accessed. However, 

there are occasions when the information on @Work does not meet the requirements of the coach. 

In such instances, they will phone or email to ask for this information.  

 

2.3 Assisting Coachee/Mentee Participation 
 

As part of an evaluation of the HR function, each employee was required to complete a test 

developed by the CIPD, that would highlight individuals’ strengths and weaknesses, and areas of 

improvement, against the profession map (EV29 & EV30). The outcome of this assessment was 

collated into a report which could be referred to (EV31).  Based on this approach, it was agreed that 

this test would be utilised to help provide an understanding of the areas for improvement for 

participants.  



Page 21 

Employees are the HR function were also required to attend a session with Colour Works (EV32), 

whom, similarly to the CIPD test, were able to identify the types of person each of us were, and 

point us in the direction of our preferred working style (The Colour Works, (2003). We were required 

to complete an online questionnaire, and based on the results, categorised everyone into one of the 

following categories:  

 

• Blue – Able to deal with complex problems  

• Yellow – Easy going and fun approach to most things  

• Green – Make time for people and their problems  

• Red – Forward looking, quick thinker  

 

Again, the final report outlined strengths, weaknesses and areas of improvement and the benefits of 

this. Being able to effectively communicate with other people, is a key element of the coaching 

relationship for both the coach and coachee (Phillips, 2016), therefore by understanding people’s 

working styles, this can be adapted.  

 

Having discussed this with the POD department (EV33), we agreed that this session will be rolled out 

to all Service employees, as this is not only beneficial to the individual, but also to line managers to 

understand how their department works together.  
 

2.4 Supporting Evaluation and Improvement  

 

As previously identified, MWWFRS did not actively promote coaching and mentoring as a learning 

initiative within the organisation. However, by working alongside the People and Organisational 

department, I was able to assist in the process of promotion and development of new coaching and 

mentoring documentation and ensuring that employees had the necessary skills to take part.  

 

As the policy holders, the People and Organisational Development department will continue to 

review the procedures and guidance documentation available for employees relating to such topics 

and will be able to monitor the uptake of such initiatives.  

 

A survey has been developed, that will be issued to participants in such schemes to get their views, 

and whether any further improvements need to be made to the process or selection of 

candidates/coaches (EV34). An additional survey has also been developed to obtain feedback from 

those acting as coaches in the process (EV35). Both surveys will be included in the procedure for 

ease of access.  

 

In line with the 2013 CIPD Profession Map (2020b), for my role, I should be working at Band 1 or 2, 

however at present, I feel that this is not the case in many of the professional areas due to the 

narrowness of my current role, therefore I am going to request further support for development in 

this area to enable my assistance in other change initiatives at a later date (EV36). 

 

In order to obtain evidence for this piece of work, I have built a good working relationship with the 

People and Organisational Development department and have gained further understanding on 

their role within the organisation (EV37).  
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https://www.cipd.co.uk/knowledge/fundamentals/people/development/coaching-mentoring-factsheet
https://www.cipd.co.uk/knowledge/fundamentals/people/development/coaching-mentoring-factsheet
https://www.cipd.co.uk/learn/profession-map/2013-profession-map
https://www.cipd.co.uk/learn/profession-map/2013-profession-map
https://www.cipd.co.uk/knowledge/fundamentals/relations/engagement/factsheet#6235
https://davidclutterbuckpartnership.com/creating-your-coach-development-plan/
https://www.managers.org.uk/wp-content/uploads/2020/03/CHK-089-Coaching_for_Improved_Performance.pdf
https://www.managers.org.uk/wp-content/uploads/2020/03/CHK-089-Coaching_for_Improved_Performance.pdf
https://www.youtube.com/watch?v=-lzTWvfoTY4
https://coachestrainingblog.com/becomeacoach/5-different-techniques-coaches-use-to-communicate/#:~:text=There%20are%20many%20different%20techniques%20coaches%20use%20that,coaches%21%20Active%20listening%20involves%20listening%20with%20all%20senses
https://coachestrainingblog.com/becomeacoach/5-different-techniques-coaches-use-to-communicate/#:~:text=There%20are%20many%20different%20techniques%20coaches%20use%20that,coaches%21%20Active%20listening%20involves%20listening%20with%20all%20senses
https://coachestrainingblog.com/becomeacoach/5-different-techniques-coaches-use-to-communicate/#:~:text=There%20are%20many%20different%20techniques%20coaches%20use%20that,coaches%21%20Active%20listening%20involves%20listening%20with%20all%20senses
https://www.thecolourworks.com/what-colour-preference-are-you/
https://www.thecolourworks.com/what-colour-preference-are-you/


Page 23 

Evidence – LO2 

 

EV12 

 

EV13 

 

 

EV14  

 

 



Page 24 

EV15  

 

Coaching & Mentoring  

Microsoft Teams  

03 March 2021 @ 09:00 hours 

 

Attendance: GM Geraint Thomas (Head of People and Organisational Development)   

SM Chris Rees (Deputy Head of People and Organisational Development)  

Karen Thomas (People and Organisational Development Officer) 

Rachel Thomas (Human Resources Assistant) 
 

Discussion 1: Review of Current Literature  
 

• Coaching & Mentoring procedure – signed off by ELT, 
March 2016 
Is the information still relevant? is the process still 

the same? Are the contacts still in position, do these 

need to be update? Potential to make necessary 

arrangements to take to ELT in April 2021 

• Guide to Coaching/ Guide to Mentoring – Quite a 
long document. Can this be simplified? Does it meet 
Easy-Read requirements?  

• Other documents on @Work – Service logo needs to 
be updated. Are the contacts still in position, do 
these need to be update? To be amended in line with 
procedure.   
 

 
 
 

KT to review  
 
 
 
 
 

RT to liaise 
with CCBD 

 
RT to liaise 
with CCBD 

Discussion 2: Methods of Promotion  
 

• Liaise with CCBD to ensure all employees have access 
to the information on the Service’s internal website, 
@Work.  

• Potential to add highlight to the banner on front 
page of Service’s internal website. 

• Global email – concerns raised that not all employees 
access their work email accounts (e.g. On-Call)  

• Social Media – potential to use, however would also 
be targeting those who are not employed by the 
Service. RT raised how this could be a selling point to 
some, so may increase application figures 

• Line Managers – liaising with all Heads of 
Department/ Line managers. Explain the 
requirements. Encourage participation 

 

 

RT to liaise 
with CCBD 

 
KT 

 
 

RT to liaise 
with CCBD 

 
GT/CR 

 

Signed:  Unable to provide signatures. Meeting carried 
out over Microsoft Teams  

Date: 03 March 2021 
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EV16  
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EV17 
 

Coaching & Mentoring  

Microsoft Teams  

04 March 2021 @ 13:00 hours 
 

Attendance: Ceri Jackson - Head of CCBD 
Aled Lewis - Deputy Head of CCBD 
Jason Perry - Marketing Officer  
Lindsey Perry - Marketing Officer  
Shaun Pinney - Marketing Assistant  
Chris Rees - Deputy Head of POD 
Rachel Thomas - Human Resources Assistant 
 

Discussion 1: Review of Current Literature  
 

• Guide to Coaching/ Guide to Mentoring – Quite a long document. Can this be simplified? 
Does it meet Easy-Read requirements?  
CCBD to review documentation in line with Easy-Read requirements. Potential to roll out 
Easy-Read training to other departments to assist with this moving forward. Agreed to 
look at creating a shorter guide including more images and flow-charts for ease.  

• Other documents on @Work – Service logo needs to be updated. Are the contacts still in 
position, do these need to be update?  
Agreed to amend the logo and format in line with the corporate layout of documentation 
and will update @Work accordingly. CCBD to look at making the @Work page for 
Coaching and Mentoring more eye-catching and appealing to look at.  

Discussion 2: Methods of Promotion  
 

• Liaise with CCBD to ensure all employees have access to the information on the Service’s 
internal website, @Work.  
Agreed that all employees have access to the internal website. CCBD to re-issue the link 
to access the website via email. Reminder to HR to include ICT & CCBD into new starter 
memos so this can be activated.  

• Potential to add highlight to the banner on front page of Service’s internal website. 
Happy to add to the banner on the main screen. Jason & Shaun to create a digital poster 
to be displayed for this purpose. If individuals click on the banner, will re-direct them to 
the Coaching & Mentoring page on @Work.  

• Social Media – potential to use, however would also be targeting those who are not 
employed by the Service. RT raised how this could be a selling point to some, so may 
increase application figures 
Lindsey to look at whether this can be promoted internally only via Facebook Workplace. 
Questions raised regarding the number of employees accessing this social media 
platform. All agreed that using Facebook and Twitter would not be beneficial for this type 
of advertising. Jason & Shaun to look at something that could be issued via global email 
that links to the @Work page.  
 
Concerns raised by Ceri & Aled regarding the workload of the department. Have advised 
that this should be completed by the end of April 2021/ beginning of May 2021.  

 

Signed:  Unable to provide signatures. Meeting carried out over 
Microsoft Teams  

Date: 04 March 2021 
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EV20 

 

COACH / MENTOR DEVELOPMENT PLAN  

Name:  Brigade Number:  

Department/Station:  Covering Period  
(From – To): 

 

 

What do I want/need to learn? What will I do to achieve this? What resources or support will I 
need? 

What will my success criteria 
be? 

Target dates for review and 
completion 

     

     

     

     

     

     

 

Signed:  Date:  
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