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Be able to assess the impact of coaching and mentoring activity within an organisation and make recommendations for further development.

1.1 Investigate the extent to which coaching and mentoring take place within an organisation.
Coaching and Mentoring are conversational approaches (CIPD, 2020a) that have grown rapidly within the workplace, according to a CIPD Report, 90% of organisations are utilising some form of coaching. (Personnel Today, 2009)
On review of Tai Tarian’s policies, the only document which refers to coaching and mentoring is the L&D procedure (EV1), however it has minimal reference to these development approaches and does not highlight any formal programmes or how the organisation utilises them. Following my review of the policies, I arranged to meet with the OD/L&D Manager (KM) to understand her experience in how the organisation approaches coaching and mentoring. (EV2a&b) 
KM confirmed that there is no formal policy or procedure in relation to coaching and mentoring and that it is something the business wants to focus on in the next 12 months. (EV3) This is in trend with other organisations with the CIPD 2020 Skills at Work Report identifying that coaching has been a focus for many organisations over the past few years (CIPD, 2020b). KM explained that in 2018 the business launched a large Leadership Development programme to enhance the skills of managers within the business, this included an introduction to coaching and mentoring and individual sessions. (EV4)
The sessions were facilitated by external providers with the aim that all managers experienced a coaching and mentoring session for themselves, understood the benefits of the approaches, and how they can utilise them for their teams going forward. 
At this point I would be critical to say that experiencing a coaching/mentoring session may highlight the benefits which is great, however, it does not provide the managers with the skills required to be an effective coach/mentor. For example, listening skills, questioning skills, building rapport etc (Nieuwerburgh, 2020)
From working with these managers on a daily basis over the past 18 months, in my opinion there is not one line manager that utilises a coaching mentality, therefore I can argue that the sessions did not have the desired impact. Following my meeting with KM, I reached out to a number of managers that attended the course to ask their opinion on the sessions, the consensus was that they could see the benefit of utilising a coaching and mentoring approach but did not feel they were equipped with the tools to go away and try the approaches with their teams. 
KM was very honest in confirming that there was no follow up to the programme and the subject of coaching and mentoring quickly dropped off the radar. However, she did note that the relationship with the external coaching providers has remained and has been utilised a few times informally. The benefit of using an external coach firstly is the level of experience they hold, they can give greater objectivity and can offer a fresh perspective on a situation. (Institute of coaching, n.d; Linked In, 2015)
Within Tai Tarian itself, the only fully qualified coach and mentor is the Head of Organisational Development. This differs from other organisations whereby the L&D team would consist of a coaching lead and co-ordinator (CIPD, 2020a). KM explained that the Head of OD has informally coached and mentored a number of managers within the business. When questioned on how the decision is made as to who receives any coaching or mentoring session, the response was that there were no selection criteria, it was solely based on identifying managers who seem to be struggling within their roles, in my opinion this could be seen as unfair. 
As a HRBP within the business, I informally utilise coaching skills everyday with managers, supporting them where I can. However, it is important to note that I have not received any coaching training within my career, therefore could argue that my skills are not where they need to be. 
From my meeting with KM, I can conclude that there is a lot of work to be done on coaching and mentoring in the workplace, however it is positive that the organisation has already identified this and has developed a relaunch of the initial leadership training, with major enhancements including personality profiling, alongside coaching (EV5). The new HR people plan also includes a coaching for success element under the leadership development plan (EV6) evidencing the shared commitment to making a change in the organisation.
1.2 Evaluate how current coaching and mentoring activity supports achievement of individual, team and organisational objectives.
As referred to above, my findings are that coaching and mentoring activity within Tai Tarian is informal, limited, and inconsistent, therefore I could argue that organisation objectives are not being supported/achieved utilising these approaches. 
Tai Tarian’s vision is to ‘make a difference’, and is supported by the values of teamwork, honesty, commitment, respect, and professionalism (EV7). These behaviours are expected of all staff within the organisation and are highlighted on initial employment, however, in my opinion are not filtered through in day-to-day work. In the past 18 months 60% of disciplinary allegations have been related to an employee’s behaviour not meeting the expected standard. If the management team had more of a coaching mentality, I believe these core behaviours would be addressed in real-time, guiding and supporting employees to be the best they can be. 
From my perspective, the COVID-19 pandemic has highlighted the immediate need for coaching and mentoring within the organisation. Back in March 2020 the office closed, and everyone was sent to work from home where they could. Working remotely was a brand-new concept for most managers and from my experience, they really struggled with the transition of managing their teams remotely. Not surprisingly, this seems to be a trend with a survey finding that a middle manager is 91% more likely to struggle with the change compared to senior level managers and individual employees.  Furthermore 40% of managers stated they do not believe they have the skills to lead their teams remotely. (Forbes, 2020) I believe that an already established coaching culture would have supported a smoother transition of this transformation as there would have already been a high level of resilience across the business. (Personnel Today, 2012)
In relation to mentoring, the pandemic has put a major strain on employee wellbeing, especially from a work life balance perspective with many parents home schooling their children. Having a mentor would have given the opportunity to gain a different perspective on things, whilst also providing the ability to reflect and improve professionally and personally. (People Management, 2020)
There is plenty of research to highlight how coaching and mentoring influences culture and performance, with a high number of organisations confirming they made investment back utilising these approaches. (HRD, 2017) Therefore, I do believe that the commitment that Tai Tarian have made with the 2021 Leadership Development programme will only accelerate the organisations objectives. 
1.3 Assess factors in the organisation including other learning strategies which could impact on the further development of coaching and mentoring.
The organisational structure within Tai Tarian is very hierarchical, the Housing department in particular is made up of Team Leaders, Managers, a Deputy Director, and a Director. (EV8) Unfortunately the team leaders (first line management for employees) are not given autonomy to lead their teams, in most cases they are very much micromanaged and unable to confidently make decisions by themselves. In my opinion this is driven from top down, with senior managers also being micromanaged to an extent, and role modelling that behaviour downwards to the team leaders. This behaviour is typical of a public sector organisation and makes it difficult to collaborate and adapt to change (Bizfluent, 2019) This in itself is likely to have an impact as to whether the introduction of coaching and mentoring approaches will be successful within the department.
With coaching now seen as an essential element of a line managers role, (Downey, 2003) for this to be introduced into the organisation, a lot of work around capability will need to be addressed and line managers encouraged to confidently make decisions for their teams. It is also important the team leaders have a coach/mentor of their own to support their development too. (Gallup 2020)
When I reflected on a CIPD podcast (2017) where senior managers at River Island described the positive impact following a transformation from traditional annual appraisals to a real time coaching culture, it made me evaluate how the current performance management process within Tai Tarian does not support for a coaching and mentoring focus. I do not believe the current process (as highlighted in EV9) truly supports employee development as it does not provide managers the opportunity to enhance talent. Unfortunately, those employees highlighted as top tier and ready for promotion at the end of year reviews do not receive anything different to those who are identified as low performers, therefore it can be argued that the current process is simple a tick box exercise adding no value to the business. 
1.4 Make justified recommendations for how coaching and mentoring activity can be developed to benefit the organisation.

Starting right at the beginning with the onboarding of new employees, I would recommend introducing a formal onboarding procedure which includes an ‘onboarding buddy’. This can be seen as a peer mentor relationship whereby a more experienced team member meets with a new employee regularly to provide support and share experience. As with most types of mentoring, this relationship can be mutually beneficial (HR Zone, 2017). Microsoft trialled an onboarding buddy programme and quickly realised the benefits, including, new hires become a lot more productive at a quicker pace and increase in employee satisfaction. From a mentor benefit perspective, they had the opportunity to develop managerial and leadership skills, specifically communication and support skills. (HBR, 2019) 

Although it is great the business is relaunching a leadership development programme which has a heavy focus on coaching and mentoring, it is important to look at these approaches more strategically if they are to be successful. According to Clutterbuck (2014), following a training session on coaching and mentoring, a line manager will revert back to their ‘normal’ working ways after 3 days. With this in mind, considering the business have already attempted and failed with this approach previously, I would recommend that the business needs to consider how they can develop an ongoing coaching culture. This will need much more than just a training workshop for managers, suggestions include: 
· Develop HR professionals to be champions of coaching and mentoring, alongside line managers. As a HR Business Partner, my role involves developing line manager capability, therefore if I am utilising such approaches in my conversations, this will role model the need for them to do the same in conversations with their teams. 
· Provide coaches with a coach of their own – This includes removing the stigma that coaching is only needed when performance is low. This is advice that at the time google CEO Eric Schmidt was given back in 2012, he is now the chairman of google and stands by this, focusing on the fact that a coach can stand back and give perspective, something we are unable to successfully do to ourselves. (Schmidt, 2012) 
· Once in place continually assess and evaluate the activities, making positive change as and when required (Personnel Today, 2007).  Kirkpatrick’s ‘Four levels’ model is known as a good tool to evaluate learning approaches, focusing on: the reaction of the coachee/mentee, the increase in learnings, the behaviours, and the results (e.g., impact on the business) 
See EV10 evidencing my recommendations to the HR Manager. 
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Be able to support the implementation of coaching and/or mentoring programmes within an organisation.

2.1 Promote the benefits of coaching/mentoring within the organisation, recognising and addressing the potential barriers.
2.2 Contribute to the development of organisational coaching/mentoring processes
2.3 Support coaches/mentors to build and develop the knowledge, skills and behaviours required for the role.

As referred to earlier, Tai Tarian have already put a lot of time into a leadership development programme to take place between 2021-2023, however, this is not yet ready to launch and with the focus on other priorities right now, unfortunately I was not given permission to formally initiate any coaching and mentoring programmes through the duration of this module. However, it was agreed that I could continue with promoting such approaches in readiness for the programme, along with any training sessions I felt beneficial.  
It was not until I had a new line manager last year that I personally understood the impact of a coaching approach. On review of support provided by myself to managers, she highlighted the fact that I tended to utilise a directive approach and simply offered answers rather than empowering managers to solve the problem themselves. According to Heathfield (2019) this is something a lot of HR professional do. On reflection, she was completely right, and I quickly realised that I was more focused on providing a great service than providing line managers with the tools to be able to resolve difficult situations themselves, which would in turn stop them from relying on me (Stanier, 2016). Following this, I changed my working approach and saw instant benefits. By empowering a line manager to make their own decision, I could see their confidence grow, they were no longer reliant on me and I felt a sense of satisfaction in watching them develop. (IOC, n.d.) Furthermore, some of the managers went on to utilise the same approach with their own teams and are also seeing the benefits. (EV11a &b) is a witness statement from one of my line managers on this topic. 
Something I quickly noticed was that some of the longer serving managers did not respond positively to my new coaching approach and were frustrated with the fact that the responsibility was with them to find solutions, they simply wanted to be told what they needed to do to resolve their problem. These are the same managers who in my opinion are very results driven, yet do not provide valuable time and support to their teams in order to achieve these results. According to HBR (2014) these types of Managers are still susceptible to a coaching approach, therefore, I arranged sessions with all line managers on coaching in the workplace. The session covered: 
· What is coaching?
· What skills are needed to be a good coach?
· Coaching models
· Benefits of coaching
· Google case study 
Powerpoint slides can be found in EV12a along with an attendance list in EV12b.
The aim of the session was not for Managers to think they now had all the skills required to be a good coach, as this takes commitment and time. (Clutterbuck, 2014) The hope was that they left the session with a better understanding of the benefits, and a desire to want to develop their skills further in order to become a great coach and Manager. See EV13 which is feedback from one of the managers on the session. 
Following the session, I emailed out the slides for managers to refer to the information, along with a list of useful resources. (EV14) 
I also encouraged Managers to further their knowledge by completing the e-learning module ‘The role of a coach’ free for them to access on our learning management system. I completed the course myself to further my own knowledge and to ensure I felt the course would be beneficial. (EV15) 
2.4 Assist potential coachees/ mentees to understand and participate fully in coaching/mentoring programmes.
As there are no current coaching or mentoring programmes within the organisation and I was unable to introduce these as part of the module, I was unable to communicate with employees around the benefits of these approaches and how they are able to get involved. In a perfect world whereby, programmes were already implemented, and policies and procedures were produced highlighting how participation and selection were used, I would arrange focus groups with employees to discuss the approaches and drive participation. See EV16 which outlines the information I would discuss at the focus groups. Although I have highlighted the topics I would cover, the sessions would be fully interactive, allowing for questions and providing real life examples where possible. I would encourage them to consider how they can take control of their own career development, and what they need from Tai Tarian to support them to achieve this. (Clutterbuck, 2014) 
2.5 Support the on-going evaluation and continuous improvement of the organisation’s coaching/mentoring programmes. 
As there are no current coaching and mentoring programmes within the organisation, I was unable to evaluate current processes. I did consider shadowing a planned coaching conversation between one of my line managers and their employees to feedback and suggest any improvements, however the employee in question did not feel comfortable with the HR Business Partner being part of the conversation. I believe a factor in this is down to the old culture of ‘if HR are there it means I am in trouble’ which is something as a HR team we are working on and improving every day. I also believe the current virtual climate does not support, as having to have the discussions booked in advance via platforms such as Skype and Zoom, can take away the natural behaviours and spontaneity of being able to coach in real time. HBR (2015) believes that coaching this way can be a success, however, do highlight the importance of remaining focused when coaching virtually due to the persuasiveness of multitasking.  
In a perfect world if I were to have been provided with permission to introduce/develop these approaches within the workplace, I would have developed a coaching and mentoring policy which would have included the importance of evaluation and how to measure success, it is imperative that these tools are decided upon and everyone is made aware prior to engaging in a coaching contract (ICF, 2018). Techniques would include:
· Kirkpatrick’s (1996) ‘Four levels’ model
· Feedback through pulse surveys
· Measuring behavioural change from before the coaching sessions to after
Arema (2020) 
I would also ensure that the results from the evaluation tools were reviewed with next steps if required. For example, it may become evident that one coach is not gaining positive results similar to others. If this were the case I would investigate if that coach had a coach of their own, (Gallup, 2020) or if any refresher training were required.  
It is disappointing that I was unable to make more of a contribution on this subject throughout the module. However, given the current circumstances and priorities, along with the fact that the leadership development programme has already been produced in readiness for launch, then I believe it is understandable. 
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Section One – Principles 
 


What is it for? 


To provide an overview of the Tai Tarian approach to Learning & Development so that managers 


and employees fully understand their responsibilities in relation to their own learning and 


development and that of their team members. 


Who is it for? 


All employees, agency staff, consultants, work placements, volunteers, tenants and board 


members who work on behalf of or represent Tai Tarian. 


Key Responsibilities 


These are the headline responsibilities of all stakeholders.  A fuller description is provided in the 


RACI matrix in Appendix 1. 


Line Managers Line managers are accountable for planning the training for their team 


members, proactively integrating new and transferred employees into 


their team and supporting the development of established team 


members. 


This involves regularly reviewing the training matrices to ensure each 


team member is compliant, ensuring team members attend training 


as planned, and collaborating actively with the Learning & 


Development team at an early stage to plan department training 


activity. 


Learning & 


Development 


Team. 


This team is accountable for ensuring that the specified training is 


available, planned, programmed and suitable for each employee.  


Also accountable for collaborating with line managers and all 


stakeholders to implement organisation-wide initiatives. 


To ensure effective and efficient record keeping and reporting. 


Participating 


Employees 


Are accountable for completing the assigned training, attending 


events as planned, completing attendance sheets and providing other 


evidence of attendance to ensure records are accurate.  Employees 


are expected, when requested, to verify the accuracy of their training 


record. 


Subject Matter 


Experts /  


Health & Safety 


Manager 


Are accountable for ensuring the specified mandatory training in their 


specialism is continuously reviewed for relevance.   


To review subject course content and delivery method for role types.  


To collaborate with the L&D team to ensure that compliance levels 


are maintained. 
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What are the guidelines? 


Mandatory & Role Specific Training 


 Each role within the organisation will have mandatory training elements which employees 


must complete in the first three months of their “Action Plan” probation period.  


 Mandatory training applies to all employees, agency staff, consultants, work placements, 


volunteers, tenants and board members; 


 Each element of mandatory training will have a nominated subject matter expert in the 


organisation who will take responsibility for the ongoing accuracy of their content and for 


collaborating with Learning & Development to ensure compliance training is delivered on 


schedule.  A list of subject matter experts will be found on the Learning & Development 


section of the intranet. 


 The majority of the mandatory training is available 24/7 through our e-learning portal; 


 Additional role specific training will be relevant for particular roles, this will be agreed and 


determined by the line manager; 


The Managers Role in Training 


 Communicate Mandatory and role specific training requirements to the employee during 


“Action Plan for Success” / one to one meetings or MADD reviews and agree a time plan to 


complete the training (not exceeding three months for mandatory training). 


 Evaluate if different mandatory training is needed for a team member who has transferred 


into the team.  For example the new role may require that a subject needs to be covered in 


more depth through a face to face training programme even where the employee may have 


completed a mandatory element on e-learning.  Discuss with the Learning & Development 


team if advice is needed. 


 Restrict the duties of an employee for elements where mandatory training is outstanding or 


provide appropriate supervision to ensure any risks are controlled until training is complete. 


 Collaborate actively with the Learning & Development team to complete and maintain 


compliance. 


 Have an ongoing dialogue with employees about their training needs in connection with their 


role and their personal development to ensure that any skill gaps are identified and that 


there is a mutual understanding, both of the reasons for the training and what is expected to 


change or improve as a result; 


 A learning need request for anything in addition to the mandatory training should be added 


into the individual’s current “Making a Difference Dialogue” form and authorised by the line 


manager.  This will automatically be sent to the L&D inbox for action. 


 Complete a three month follow up evaluation of any completed training to assess whether 


the training need has been met. 
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Planning & Evaluation 


 Training requests for Tai Tarian core training not available through the e-learning portal can 


be made directly to the Learning & Development team by e-mailing training@taitarian.co.uk, 


telephoning the OD / L&D Team or in person in the OD Office in the ground floor of Ty Gwyn. 


 Planned training events can also be viewed in the learning & development programme 


(available on the intranet or by requesting a copy from your line manager) or by opening the 


Email_training calendar from your Outlook calendar for employees with access to IT. 


 Training activities will be followed by an initial evaluation completed by the participant.  The 


evaluation may be an evaluation sheet at the end of a course or a short evaluation survey to 


complete online. 
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What else do you need to know? 


 Tai Tarian is committed to becoming a ‘Learning Organisation’ in which its people are 


supported to reflectively learn and adapt through their experiences, as well as attending the 


more traditional training courses, conferences and seminars. 


 Proposals to sponsor an employee to study for qualifications must be discussed with Learning 


& Development before proceeding.  The relevant Director / Head of Service must also 


approve.  The procedure for this is covered within Support for Qualification Based Study 


procedure and employee understands any financial penalties should they leave after initial 


investment/completion of training. 


 All learning & development requests will be considered, however, not all requests will 


necessarily be granted. 


 In addition to training planned between the manager and the employee, some training and 


development activity is initiated at organisational level as part of our ongoing drive to improve 


our skills. 


 The budget for learning and development activity of employees, agency staff, consultants, 


work placements, volunteers and tenants will be held centrally by the Learning & Development 


team.  The budget for Board member’s learning and development will be held by the 


Corporate Services team. 


 Training records are held and updated centrally by the Learning and Development team.  


Managers must inform Learning & Development of all events that employees are planned to 


attend to ensure training records are accurate.   


 Employees should provide copies of certificates and/or confirmation of attendance so that it 


can be added to their record. 


 Line managers are provided with training matrices for use as a tool to track and monitor their 


team’s mandatory learning and development activity.  These will be held on SharePoint and 


are updated weekly. 


 Employees are expected to attend agreed training events unless there are exceptional 


circumstances which prevent them attending.  If the employee cannot attend their manager 


should let the Learning & Development team know as soon as possible along with the reasons 


why. 


 The L&D Team will produce monthly reports on all training activity, compliance and non-


attendance to ensure the training function can operate effectively as possible. 
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Section Two - The Learning Cycle at Tai Tarian 
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Training Needs Analysis 


Training needs analysis takes place on 3 levels: 


 


There are a number of ways in which the training needs can be identified in all three levels, these 


include: 


 During meetings between the Learning & Development team and Senior Management 


Team/Heads of Service/Managers 


 During Discussions between the manager and the team 


 During discussions between the manager and the individual  


All requests for learning and development should be submitted on the Learning Needs form via the 
Making a Difference Dialogue.   


• These training needs can be driven by forces 
external to the organisation such as changes in 
legislation and statutory requirements. They can also 
be driven by the organisation's strategy (Our 
Corporate Plan)


Organisational


• These training needs can be driven by department 
specific plans and changes such as new projects, 
operational business plans and team re-structures..


Team/Departmental


• These training needs will be specific to the individual 
and will be driven by the goal setting process during 
the Making a Difference Dialogue.  Individual needs 
can also be identified by the individual and/or their 
manager to enhance personal effectiveness as well 
as for personal development for career progression.


Individual
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Planning, Design & Delivery of Learning & Development Activity 


The Learning & Development team use the information gathered from the training needs analysis 


process along with performance results and succession discussions to plan the development 


activity throughout the year and inform the training budget requirements.   


The diagram below outlines the planning process:


 


The Training Needs are


Identified and agreed


An organisational learning & 
development plan is drawn up 


outlining:


Details of the training needs;


The way in which the training need should be 
met (face to face training, e-learning, 


conferences, seminars etc.);


The content and the target audience;


A target date for when the training need should 
be met;and


Estimated costs.


Delivery of Training


Courses are arranged and the details (including 
the course content, aims & objectives, dates, 


times and venues) are communicated direclty to 
managers and employees.  


Places are booked by contacting the Learning & 
Development Team
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At this stage, the approach to meeting the training need has to be decided.  The training activity 


design can be carried out by the manager and/or the learning and development team.  There are a 


number of methods of delivering learning including: 


Method of learning Method of delivery 


A face to face training event 
In house training course 


External training course 


Conference External event 


Seminar 


 


External event 


In house CPD event 


Formal qualification 


 


Day release 


Distance learning 


Self-directed learning 


 


Research 


Reading 


Webinars 


Job Shadowing 


e-learning In house e-learning 


External e-learning 


Coaching 


 


In house coaching 


External coaching 


Mentoring In house mentoring 


External mentoring 


Shadowing 


Secondments 


 


On the job training  


Informal learning off “Go To Experts” 


Internal/external 


Formal or Informal 


Team Briefings Internal  


Skype / Virtual Meetings 
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Other things to take into consideration when designing the training activity include: 


 Does the achievement of this training need link to the strategic objectives/operational 


business plan/individual goals?  


 Is there an existing event available that meets the training need? 


 How much will the training activity cost? 


 Are there available funds in the budget? 


 Are additional resources required (i.e. text books, equipment)? 


 When does this need to be completed by? 


 Are there any other areas of the organisation that could be included in delivery of this 


training? 


 Are there any other similar organisations providing the training? 


 Has the manager agreed and authorised the request for training? 


 Had the Learning and Development team agreed and authorised the learning? 


 Does the learner have any specific requirements or require adaptations? e.g. dyslexia 


 


Delivery of the Training Activity 


Many training events are held externally and attended off-site.   


For in house training events, Tai Tarian has its own off-site Training Centre where the majority of 


in house training courses are held.   


However, if it is decided between the Learning & Development team and the manager that it is 


more convenient to hold the event at Ty Gwyn, this can be arranged depending on availability of 


the rooms. 


The majority of the mandatory and compliance training is delivered initially face to face for front 


line staff and then refresher training delivered through e-learning via the learning management 


system or Tool Box Talks. 
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Evaluation of the Training Activity 


To ensure we continue to deliver and procure effective learning & development, training evaluation 


is carried out on three levels: 


Level Evaluation Method 


Level 1: Initial needs analysis 


The manager/employee identifies training need  


The manager/employee enters the need into the MADD 


Learning Need form, this is used as a benchmark to 


measure the behaviour/knowledge change after the 


training activity. 


Level 2: 
Initial reaction & Action 


Plan 


 


The employee completes and initial feedback form 


(appendix 1) after the training, or an electronic version 


(Training Check Survey) which measures the quality of 


the trainer and course content.   


 


Level 3: 
Manager follow up after 3 


months and beyond 


 


The manager should revisit the learning need request 


in the MADD form with their employee to complete:- 


“Did you learn what you hoped to learn” box.   


and  


“Have you been able to apply the learning” box. 


If answer to either of these questions is “No”, they 


should discuss what actions to take going forward, that 


could potentially mean seeking a new learning activity. 


Please share the feedback with a member of the L&D 


team to action. 
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Recording & Monitoring 


Recording and monitoring training helps to ensure employees are fully competent to carry out their 


duties safely and to the highest possible standard.  This is in the interest of both employees and 


the organisation. 


Tai Tarian records training activity in the following ways: 


QL – Learning and development management information system 


We hold training records for each employee on our I.T. system.  This provides an accurate, 


up to date overview of training related information including: 


 Title or subject of the training event or activity the employee was booked to attend 


 Whether they attended as planned, or the reasons for non-attendance 


 Whether the training event has been completed successfully. 


This information is used to populate the corporate training matrix and any job specific 


training reviews. 


Attendance lists 


For in house and some external training events, attendees are required to sign an 


attendance list.  This acts as an additional record of their attendance on the training event. 


On the attendance list, the trainees sign to say they have understood the training delivered. 


Certificates 


For training events that result in the employee gaining a certificate, these are scanned and 


saved onto the employee’s personal file before being handed to the employee.  In the 


cases where the certificate goes direct to the employee, they will be required to pass a copy 


onto Learning & Development so that it can be added to their files. 


E-Learning LMS 


Our Learning Management System captures and records all e-learning activity and this data 


is extracted and included in the monthly activity reports.  


Training matrices 


Training matrices are displayed on the intranet to provide a monitoring and planning tool for 


managers and to indicate our organisational compliance with mandatory training.  They 


provide managers with an overview of the training their team members have received.  


They also provide a tool for them to analyse and plan their training needs, identify the gaps 


and address them.  Managers also use data included in the monthly learning and 


development activity reports to plan their training needs. 


Budget 


A budget is held centrally for all Learning & Development activity.  This is monitored by the 


Learning & Development team to control spending and to provide insights into key 


measures such as spend per employee and department, spend per category etc.  It is 


essential that all managers consult the learning team prior to committing to any spending. 
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70:20:10 Model of Learning & Reflective Learning Practice  


 


 
 


As described in the 70:20:10 model of learning above, the majority of learning takes place 


informally through on the job experiences.  


 


In order to capture and record this informal learning, a Reflective Learning Journal is available 


on the L&D intranet page for use by all employees.   


 


In addition any learning can be captured on the MADD forms either on the 1:2:1 section or as part 


of Personal Development Goals, through dialogue and reflecting on new experiences and / or 


challenges that has been overcome. 


 


By recording informal learning, the employee will be able to reflect upon their learning experience 


which in turn will support the transition to improved knowledge, skills and attitudes. 


  


70% -


Informal, on the job learning 
experiences and practice


20% -


coaching, 
mentoring, and 
development 


through others


10% -


formal learning 
activities and 


structured 
workshops


Charles Jennings 


2011 
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Reporting 


 


Attendance sheets for training events are input onto QL on an ongoing basis to ensure we have as 


accurate a record as possible of the training employees have received.   


 


It is critical that employees attend events as planned and that attendance lists are completed and 


returned. 


 


Once all training activity has been updated on QL, reports are produced weekly from QL and from 


our E-Learning platform in order to update the training matrices.   


 


Managers are required to monitor the mandatory training compliance levels of their teams. 


 


A monthly report is prepared which updates on key actions, compliance rates and also includes 


details of people who did not attend (DNA) pre-planned training sessions so that managers can 


follow up on this with a view to eliminating DNA’s in future. 


 


The monthly dashboard of training activity is available on the Managers’ section of the intranet 


which shows the training activity for each the month. 
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Section 3 – Appendices 


This table summarises who is responsible and who is accountable for key aspects of employee 


training, as well as who should be consulted and informed. 


 Activity Responsible Accountable Consulted Informed 


1 Specifying 
Mandatory 
Health & Safety 
Training 


 Line Manager  Health & 
Safety 
Manager 


 OD and 
Learning 
Team 


 Participating 
employees 


2 Organisational 
Learning 
Initiatives/ 
Programmes 


 Line 
Managers 


 OD and 
Learning 
Team 


 SMT 


 Key 
stakeholders 


 Participating 
employees 


3 Mandatory 
Training 
Module Content  


 OD and 
Learning 
Team 


 Training 
Providers 


 Subject 
Matter 
Experts 


 SMT 


 Key 
stakeholders 


 Health & 
Safety 
Manager 


 Participating 
employees 


4 Qualification 
Based Study 
Sponsorship 


 Director / 
Head of 
Service 


 Participating 
employee 


 Line 
Manager 


 OD and 
Learning 
Team 


 N/A 


5 Completing 
Mandatory 
Training 


 OD and 
Learning 
Team 


 Participating 
employee 


 Line 
Manager 


 Subject 
matter 
experts 


 Health & 
Safety 
Manager 


 N/A 


6 Completing Job 
Specific Training 


 Participating 
employee 


 Line 
Manager 


 OD and 
Learning 
Team 


 N/A 


7 Completing 
Requested 
Learning 


 Line Manager  Participating 
employee 


 OD and 
Learning 
Team 


 N/A 


8 Attending 
Agreed Training 
events 


 Line Manager 


 OD and 
Learning 
Team 


 Participating 
employee 


 N/A  Training 
Provider 


9 Rescheduling 
Missed Training  


 Line Manager 


 OD and 
Learning 
Team 


 Participating 
employee 


 N/A  Training 
Provider 
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Appendix 2 – Feedback form & action plan 
Name of Event  Date held           /           /          


     


The event met its stated objectives:  The event was: 


 Agree  Disagree 
 
 Too long  Too short  Just right 


Amount of information:  About the trainer: 


 Too much  Too little  Just right 
  


I was:  Overall, how would you rate the event? 


 Kept 


interested  
 Bored  A bit of both   / 10 


About the venue:  Any other comments? 


   


Your name  __________________________  Contact details ______________________ 


Job Title __________________________  


If you choose to give your name and details, 


they may be used to contact you further about 


the feedback you have given. 


 


 


Putting it into practice… 


Hopefully you will have already thought of some ways to apply something you’ve learned today into your day-to-day 


life and work. 


You can use the grid below to record your thoughts and take it away with you as a reminder. 


What action are you going to take? How will you know when it is 


complete (measure)?  


Who needs to be 


involved? 


When will it be done? 
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RE: Coaching and Mentoring
HI Sarah

Yes we have coaching and mentoring (an introduction to ) as part of our leadership launch .. which we need to relaunch.
We had a ¥z day seminar followed by 2 sessions of each .. with life time membership for ongoing mentoring.

Lets chat about it ©

From: Sarah Mills <Sarah.Mills@taitarian.co.uk>
Sent: 18 January 2021 17:03

To: Kelly Mordecai <Kelly.Mordecai@taitarian.co.uk>
Subject: Coaching and Mentoring

Hi Kelly,

As I mentioned on one of the calls last week, my current topic within my CIPD course is coaching and mentoring. As part of the assignment, | have to identify and evaluate any coaching and/or mentoring training/practices within my current

organisation.

As OD and L&D Manager (and a lady with immense knowledge!) would you say there is currently anything in Tai Tarian in relation to coaching and mentoring, formal or informal?

Thanks,
Sarah

Sarah Mills
HR Business Partner

Tai Tarian Ltd.

T9 Gwyn,
Brunel Way,

~

18/01/2021

v
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To. |l

ce

Subject | Fw: Coaching and Mentoring

From: Kelly Mordecai <Kelly.Mordecai@taitarian.co.uk>
Sent: 18 January 2021 17:05

To: Sarah Mills <sarah.Mills@taitarian.co.uk>

Subject: RE: Coaching and Mentoring

HI Sarah
Yes we have coaching and mentoring (an introduction to ) as part of our leadership launch .. which we need to relaunch.
We had a ¥z day seminar followed by 2 sessions of each .. with life time membership for ongoing mentoring.

Lets chat about it ©

From: Sarah Mills <Sarah.Mills@taitarian.co.uk>
Sent: 18 January 2021 17:03

To: Kelly Mordecai <Kelly.Mordecai@taitarian.co.uk>
Subject: Coaching and Mentoring

Hi Kelly,

As I mentioned on one of the calls last week, my current topic within my CIPD course is coaching and mentoring. As part of the assignment, | have to identify and evaluate any coaching and/or mentoring training/practices within my current
organisation.

As OD and L&D Manager (and a lady with immense knowledge!) would you say there is currently anything in Tai Tarian in relation to coaching and mentoring, formal or informal?

Thanks,
Sarah

Sarah Mills
| HR Rusinace Partnar
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Evidence 3 - Meeting Notes - OD and L&D Manager.docx
Meeting with KM (OD and L&D Manager) reference coaching and mentoring within the organisation. 

Date: Tuesday 26th January 2021 

Meeting Summary 

In 2017 the leadership programme 5:3:5 was developed with the aim of developing the leadership skills within the management team. All managers were required to attend the programme, which consisted of:

· ½ Day – Programme launch 

· 2 Days – 5:3:5 Leadership training 

· 1 Day – Business Simulation 

· 2 Coaching sessions & 2 mentoring sessions

Leadership development training provided by First Ascent Group

Executive Coaching provided by Morgan Stewart Ltd. 

All managers attended the programme sessions, however there was no follow up in relation to promoting a coaching culture and has therefore fallen off the radar.

No formal policy in relation to coaching and mentoring and there has been no further sessions available to all since the launch in 2017. 

The relationship with the external coaching providers has remained and have been utilised a few times.

1) SL – really struggled with the people management part of his role, he attended a number of external coaching sessions to develop these skills. 

2) KM – Upon moving from one role to another, struggled to let go. External coaching sessions were utilised to support the transition. 

Head of Organisational Development is a qualified coach and has informally acted as a mentor to a number of new managers.

Looking forward a 2021-2023 Leadership development programme has been developed and will be launched later this year. There is more of a focus around coaching and mentoring, with introduction of executive coaching for the senior leadership team, and a push for a more coaching culture. 
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Evidence 5 - 2021 draft Leadership and Development Launch.docx
Draft powerpoint slides for 2021 relaunch of Leadership Development Programme. 
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As a leader you are not always in the public domain, however the experiences you have with
your colleagues, whether informal or privately say a lot about you. This is about having
conversations that matter and produce results.

Private

The ability to have skilful, honest and engaging conversations with people in your team or with
peers is fundamental to long term success. This can be in support of managing performance,
such as goal setting or performance feedback, or to resolve conflict or provide support and
encouragement in achieving goals (personal or professional).

Our Tool ki Method

Leadership

5 conversation styles Training event & coaching, Guidance All Leaders
Conflict Management Training event & coaching All Leaders
Coaching Workshop All Leaders
Mentoring Workshop All Leaders
Reflection Journaling All Leaders

Making it work:

How do we transfer learning into practice and make it effective?
Champions per topic at each level?

Internal coaches?

You will use your Private leadership skills: S H
MADD reviews, 1:1 reviews, peer conversations
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Public leadership is about setting the right climate whether in a team or group and for the
organisation where you may be representing. In the public sphere we want you to be an
exemplar leader, setting standards and expectations and being a role model that is inspiring to
others.

Public

Leadership

It is important that you are authentic and credible making sure that colleagues feel
psychologically safe and engaged. Your public presence will impact on the employee experience
and the trust and confidence others have in you.

ur Tool ki Method

Effective communication skills Training event & coaching All Leaders
Employee Engagement Training event & coaching All Leaders
Effective Team Meetings All Leaders
How to be inclusive All Leaders
i-act Managing Mental Health & Wellbeing Internal virtual seminar & the i-act community Al Staff

Making it work:

How do we transfer learning into practice and make it effective?
Champions per topic at each level?

Internal coaches?

You will use your public leadership skills:

Meetings (both internal and external), Presentations and Events. 5_ 3. 5
HC
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skill and knowledge of what to do .. It is how you do it is where the magic is
created.

LEADERSHIP MANAGEMENT

5DO’S DAY TO DAY

Motivating Purpose Health and Safety
Progress and Results People Management
Collaboration Performance Management

We want you all to develop into effective leaders. Undertaking training does
: not necessarily make you competent at something, that just gives you the

Personal —y "

Day to day operational
requirements

What a leader must Spheres where a
pay attention to leader operates

Leadership is how you build upon long term success. Management are processes you do day to day.
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Personal

Leadership

Self awareness is about understanding yourself. In order to effectively lead others, you need to
understand who you are, your areas of strength and preference along with areas to build upon.
Understanding and valuing difference unleashes an inclusive approach to work and enhances the
performance of all. No person is perfect but a team can be. It is only through using and referencing
these tools on a regular basis will you develop into an effective leader.

We start this process by using a number of profiling tools that provide you with insight into how you
prefer to work, think and behave in varying situations. Many of these tools are also open to all

staff.

Our Tool ki Method

Emergenetics Profile, feedback and coaching Al Staff
Clifton Strengths Profile, feedback and coaching All Staff
i-resilience Profile, feedback and coaching Al Staff
Time & workload management Learning module All Leaders
Listening and Questioning Skills E Learning Module All Leaders
12 O'clock High Cinema Event All Leaders

Making it work:

You will transfer learning into practice and make it effective by ...

Internal coaches?
You will use your Personal Leadership:-
Planning, reflection

5

3

5
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Evidence 6 - HR Team People Plan .docx
New HR People Plan 
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Our HR People Plan 2020 -21

Making a difference to our people by working together
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+ Become great coaches
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Motivated for change

Make a Difference

RECRUITMENT

* Customer focused

* Workforce planning

+ Embedding an engaging

and people focused

culture
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Evidence 7 - Tai Tarian vision and values.docx
Snippet from handbook. 
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iii)  Our Vision, Mission & Values

Our vision is to continue to make a difference and all our
future work must meet this expectation.

Our mission is great homes, great communities and we
are committed to ensuring that our customers have homes
where they can thrive, in communities they can feel proud
of.
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We believe that how we work with our customers and
stakeholders is integral to what we do. As such, our values
underpin the work we carry out and as staff we are committed to continuing to
upholding them.

0

Teamwork, commitment, honesty, respect and professionalism run through
everything we do, helping our customers see and staff ensure that we are an ethical,
responsible and accountable business.

Making a Difference
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chosen charities, showing the care and compassion of the workforce, highlighting engagement.
(EV9)

2. Engaging Managers

Engaging managers provide regular, honest, and constructive feedback (Engage for Success, n.d.)
however, in my view Tai Tarian's current performance management system (traditional annual year
approach) does not support Managers to work this way, instead the approach is down to individual

capability and the confidence to, when needed, facilitate difficult conversations.

1 also believe the Organisational structure is another potential factor hindering engaging
management. Like most public sector Organisations, there is a very hierarchical structure in Tai
Tarian which can lead to barriers in communication and teams working in complete cilot. (Bizfluent,
2019). Front line staff report into a Team Leader who provides front line management, however
there s also an overall Manager of the department (EV10). As there is no clear definition of role,
there s often confusion between responsibility, which has direct impacts on employees.

3. Employee Voice

In relation to employee voice, the organisation has a partnership agreement with a number of Trade
Unions which is used as the main voice mechanism. However, only 38% of the workforce (Tai Tarian,
2020) actually have an active membership with one of these unions, meaning the majority of the
‘workforce do not have someane speaking on their behalf, which can be a barrier to engagement.
(investors in people, n.d.) The low membership figure is in line with an overall decrease of trade
union memberships across the UK over the years (Gov, 2019).

On the other hand, in the midst of the current pandemic, a Future of Work’ group (EV) has been set
up to get employees involved in how they would like to see the future look for them. | think this is a
massive step in the right direction to increase employee voice, however, it is so important to follow
through with all these ideas to be able to show the workforce the outcomes from their ideas and
inputs. This in turn should improve employee well-being and motivation. (CIPD, 2020)
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proud that this was an automatic response from Tai Tarian. A winter wellbeing programme has been
implemented (EV) which includes Mental Health first aiders, training Managers to become I-ACT
certified, providing a resilience package for all staff and promoting a check-in buddy system and a
wellbeing hour throughout the working day.
Evidence for LO2
References for L02
Armstrong, M. and Taylor, S. (2017) ARMSTRONG'S HANDBOOK OF HUMAN RESOURCE
MANAGEMENT PRACTISE. (ed.14). New York: Kogan Page Limited
Bizfluent (2019) Types of organisational structure in the public sector. Available at:
https://bizfluent.com/list-6847763-types-organizational-structure-public-sector.html (Accessed on:
21t December)
CIPD (2020) Employee Voice. Available at:
https://www.cipd.co.uk/knowledge/fundamentals/relations/communication/voice-factsheet
(Accessed on: 25 October 2020).
CIPD (2020) New Profession Map. Available at: https://peopleprofession.cipd.org/profession-
map/specialist-knowledge/employee-experience (Accessed on: 4 November 2020).
Engage for Success (n.d.) The Four Enablers. Available at: https://engageforsuccess.org/engaging-
managers (Accessed on: 6" October 2020).
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Frol arah Mills <Sarah.Mills@taitarian.co.uk>
Sent: 12 February 2021 10:21

Subject: C&M Recommendations
Hil

As discussed on the call earlier, as part of my current assignment, | am required to review the organisations current approach to coaching and mentoring and make any relevant recommendations. Following my call with [Jlland a
review of our documentation, | would recommend:

* Introduction of an Onboarding buddy for all new starters.

s Ensure HRBPs are formally trained in coaching and utilise as coaching champions alongside line managers.

*  Provide all coaches with a coach of their own to support on development journeys, this would include ensuring the leadership team are trained as coaches.

* Once in place, continually assess and evaluate all coaching and mentoring activities, ensuring they are fit for purpose and making positive change where required.

Happy to go through in more detail.

Many Thanks,
Sarah
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Witness Statement 


I have always found Sarah to be a very approachable and supportive HR Business Partner, she is 


always my first port of call when I have difficult people related situations to resolve. She used to 


make my job a lot easier as I knew she would always provide me with the right guidance and advice 


to resolve any issues quickly, and on reflection I would admit that I relied on her quite heavily. For 


example, if I had a question about a policy, instead of taking the time to read the policy myself, I 


knew I could ask Sarah and she would provide the answer straight away, saving me time. I knew this 


wasn’t great but as Sarah never pushed back, I continued to push my luck.  


She was upfront about the fact that she planned to change her approach in the support she provides 


and when explained why it made me realise that she was implementing this for our own benefit.  


Sarah started questioning the ‘why’ to a lot of my queries and asking me what I believed the right 


next steps were. Quite often this resulted in me answering my own question without her input. This 


gave me confidence that I already had the skills to deal with difficult situations myself and gave me 


the autonomy to think outside of the box.  


Following this, Sarah supported me to use the same approach with my own team. I now provide 


honest real-time feedback and treat misjudgements as learning opportunities. Although this 


approach takes more time, I have been seeing better results with my team becoming more engaged 


and creative in their way of working.  


 


C. Williams  


Income Team Leader 


15/02/2021 


  


 






image15.emf
Evidence 12b -  Attendance List .xlsx


Evidence 12b - Attendance List .xlsx
Sheet1

		Coaching in the Workplace session - Attendance 

		2/16/21

		Name 		Job Title 		Department 		Attended 

		C Williams 		Housing Team Leader 		Income		Y

		N Rees		Housing Team Leader 		Income		Y

		P Southall 		Housing Team Leader 		Icome		Y

		J Howard 		Housing Team Leader 		Independent Living 		Y

		L Manna		Housing Team Leader 		Independent Living 		Y

		S Roach		Housing Team Leader 		Externals		Y

		H Mainwaring		Housing Team Leader 		Tenancy Relations 		Y

		A Samuels		Housing Team Leader 		Tenancy Relations 		Y
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Coaching in the workplace


Group Session 


16/02/2021


1







Agenda


• What is coaching?


• What skills does a coach need?


• Coaching Models


• Benefits to Coach


• Benefits to Coachee


• Google Case Study


• Questions?
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What is Coaching?


‘Coaching is unlocking peoples potential to maximise their 
own performance. It is helping them to learn rather than 
teaching them’.


J Whitmore (2017) 
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What skills does a coach need?


1. Building rapport 


2. Questioning 


3. Listening 


4. Using pauses effectively 


5. Paraphrasing 


6. Demonstrating empathy


7.  ‘Serving’ the other person


8.   Not operating from our own autobiography


9.   Demonstrating Patience


Before we discuss in more detail, please take 5 minutes to write down what skills you 
think a good coach needs.


1. Building rapport – Done through effective communication. A listener's impression 
is based on:


Body language (55%)


Tone (38%)


Words (7%)


2. Questioning – Directive/Nondirective? 


3. Listening – This made sound simple, but there are different types of listening -
Cosmetic, Conversational, Active & Deep. Think about the last conversation you had 
with one of your team, what type of listening category would you have placed your 
self in? be honest with yourself. 


4. Pausing – This is really important, don’t fill a silence because you feel you need to, 
some individuals need time to consider what they want to say. Sit back and allow for 
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that. 
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Coaching models 


GROW Model 


The GROW model is the most widely used coaching model, with a focus on goal 
setting and problem solving. 


Lets take a look at this model in action 
https://www.youtube.com/watch?v=tnm3VwfX7Gs
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Coaching models 


The OSCAR Model


The OSCAR model is another popular model, however this is more outcome and 
results focused than the GROW model. 


6







Benefits of Coaching - Coach


• Improved performance from your employee


• Improved engagement from your employee 


• Your employee is likely to become more self sufficient, reducing the 


need for you to jump in and take over


• Self satisfaction from watching your employee succeed 


• Increased skills and knowledge through becoming a coach, which can 


support you in your career development and/or personal life
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Benefits of Coaching – Coachee 


• Increase in work performance 


• Increase in self-confidence 


• Better relationships 


• Effective communication skills 


• Allows for exploration of different problem solving approaches
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Google


Define Coaching as:


1. Providing timely and specific feedback


2. Delivering hard feedback in a motivational and thoughtful way


3. Tailoring approaches to meet individual communication styles in regular 
one-on-one meetings


4. Practicing empathetic "active" listening and being fully present


5. Being cognizant of your own mindset and that of the employee


6. Asking open-ended questions to discover an employee's acumen


They use the GROW model to form the basis of their coaching conversations. 


Google – I am sure it is safe to say that we all know of the company google and have 
probably all used its services in the past. So how has this successful company 
allegedly grown from an annual revenue of 0.4 billion dollars in 2002 to 181.69 billion 
dollars in 2020? They pride themselves on having great Managers. 


They undertook a large study analysing over 10,000 pieces of information to 
understand what practices were most common in its most effective leaders. From the 
8 identified practices, the top spot was being a good coach. 


So let’s take a look at how they define coaching at google.


Schnieder (2018) 
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Questions?
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Learning Resources 



Training 

‘The Role of a Coach’ training module available on Skillbox

Websites

https://www.gov.uk/guidance/coaching-and-mentoring 

https://archive.acas.org.uk/index.aspx?articleid=6612#coachingstaff 

https://www.cipd.co.uk/knowledge/fundamentals/people/development/coaching-mentoring-factsheet 

Videos

https://www.bing.com/videos/search?q=how+to+be+a+good+workplace+coach&&view=detail&mid=E0143B83D37A41B9C4CFE0143B83D37A41B9C4CF&&FORM=VRDGAR&ru=%2Fvideos%2Fsearch%3Fq%3Dhow%2Bto%2Bbe%2Ba%2Bgood%2Bworkplace%2Bcoach%26FORM%3DHDRSC4 

Books

Coaching for improved work performance by Ferdinand Fournies. 

The Coaching Habit by Michael Stanier 

Coaching for performance by John Whitmore 
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CERTIFICATE of ACHIEVEMENT


This is to certify that


Sarah Mills


has completed the course


The Role of the Coach


12 February 2021


Powered by TCPDF (www.tcpdf.org)



http://www.tcpdf.org
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Focus Groups – Conversation points 

Introduction

Within the next year, the organisation is implementing a coaching approach to performance management. The aim of this is to offer more support to all employees to increase performance by unlocking your potential. You may notice a different style in the way your Manager communicates, with an increase in real time feedback, both positive and constructive. 

What is coaching? 

A great definition is ‘Coaching is unlocking peoples potential to maximise their own performance. It is helping them to learn rather than teaching them’.

There are many different types of coaching, including executive coaching, one to one coaching, group coaching and many more. 

Who needs coaching? 

It is often perceived that those experiencing coaching is down to poor performance, however this is not the case. For example, many CEOs in waiting receive executive coaching to support their development in readiness for the promotion to CEO. 

Coaching is all about development. If your career plan is to become a line manager, coaching is the perfect opportunity to gain the support and guidance for the big step up.  

How do I put myself forward for coaching and who would be my coach?

Initially your line managers will take responsibility for coaching in the workplace, however, for coaching to be successful, there needs to be a rapport between coach and coachee. If for whatever reason, this is not the case and it can not be resolved, we would look to appoint a different manager as your coach. 

Once we have written the procedure for our coaching programme, we will highlight how you are able to put yourself forward for a particular type of coaching.  

What are my responsibilities as the coachee? 

Prior to committing to any formal coaching sessions, you will be provided with a contract which will highlight the roles and responsibilities of the coach and yourself as the coachee. What we ask is that you are fully engaged and committed to the sessions, with a want to change any potential incorrect behaviours, try new things, and develop your skills.  

What will I get out of the sessions? 

There is lots of research that has found that those being coached have seen:

· An increase in work performance 

· Better communication skills and work relationships

· Increased engagement and motivation levels 

· Increased self-confidence 

· An ability to approach problem solving in a different way, using a more creative approach.
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Notes on candidate evidence matrices



Candidates should be encouraged to develop a matrix indicating how their evidence relates to each unit/module and learning outcomes/assessment criteria. This helps advisors and assessors to support candidates to draw links between units and encourage cross-referencing and the possible multi-use of evidence.



Evidence matrices can be developed using the unit/module and learning outcomes/assessment criteria, giving candidates an opportunity to link their evidence to each outcome. 



Another approach is to have a more generic form where candidates list evidence and tick relevant boxes to show coverage.



Whatever approach is employed candidates should be encouraged to complete these forms themselves and not expect assessors to do this for them.
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