Qualification: CIPD Diploma in Applied Human Resources

Contributing to Coaching and Mentoring


Name: Sarah Debra Tillman	CIPD Membership Number: 55478686

LO1: Be able to Assess the Impact of Coaching and Mentoring Activity within an organisation and make recommendations for further development.

LO2: To Support the implementation of coaching and/or mentoring programmes within an organisaiton.

Total Word Count: 2,993

By signing below, I confirm that the work/evidence presented is my own, unaided work. I understand the regulations pertaining to candidate malpractice and the action that may be taken as a result.



Signed: S D Tillman					Date: 17 March 2021



	
	Contents Page
	

	
	
	

	Reference Point
	Contents
	Page No

	
	
	

	1.0
	Introduction
	1

	1.1
	Mid and West Wales Fire and Rescue Service (MAWWFRS)
	1

	1.2
	Coaching and Mentoring within MAWWFRS
	1

	1.3
	Methods of Coaching and Mentoring within MAWWFRS
	2

	1.4
	How Coaching and Mentoring support Organisational Objectives
	3

	1.5
	Factors that could impact on the development of Coaching and Mentoring
	4

	1.6
	Recommendations
	4

	
	Reference List
	6

	
	Evidence EV01 – EV16
	7 – 22

	2.0
	Promoting the benefits of Coaching/Mentoring within MAWWFRS
	23

	2.1
	Potential Barriers within MAWWFRS
	24

	2.2
	Contribution to the development of Coaching / Mentoring Processes within MAWWFRS
	24

	2.3
	Support provided to develop skills of Coaches / Mentors within MAWWFRS
	24

	2.4
	Skills, Knowledge and Behaviours required by Coachee’s / Mentees
	25

	2.5
	Evaluation
	25

	
	Reference List
	27

	
	EV17 – EV28
	28 - 39













	Candidate name: Sarah Tillman
	CIPD Membership No: 55478686 


	Qualification title: CIPD Diploma in Applied Human Resources 
	Unique Learner No. (ULN): 


	Unit code
	Unit title
	Assessment criteria no.
	Evidence description
	Evidence reference number
	Assessor
initials
	I/V initials if sampled

	5AIOP
	Contributing to Coaching and Mentoring 
	1.1
	Leadership Framework – Four Quadrants
	EV01
	
	

	
	
	1.1
	Personal Impact – NFCC Leadership Framework
	EV02
	
	

	
	
	1.1
	All Wales Fire and Rescue Services - Organisational Development Strategy 2018-2021
	EV03
	
	

	
	
	1.1
	Coaching Guide: A guide for Stations and Employees
	EV04
	
	

	
	
	1.1
	Coaching Guide: A guide for Coaches and Managers
	EV05
	
	

	
	
	1.1
	Higher Apprenticeship in Management and Leadership
	EV06
	
	

	
	
	1.1
	Presentation on Difficult Conversations
	EV07
	
	

	
	
	1.1
	Action Learning Techniques Presentation
	EV08
	
	

	
	
	1.1
	The Manager or Leader as Coach Presentation
	EV09
	
	

	
	
	1.1
	Introduction and Ground Rules
	EV10
	
	

	
	
	1.1
	Client Self Analysis
	EV11
	
	

	
	

	1.1
	Coaching Contract
	EV12
	
	

	
	
	1.1
	MAWWFRS Procedural Guidance Document
	EV13
	
	

	
	

	1.1
	Mentoring Flowchart
	EV14
	
	

	
	

	1.1
	Designated Colleague / Buddy System
	EV15
	
	

	
	

	1.2
	Corporate Plan 2020-2025
	EV16
	
	

	
	

	2.1
	GIBBS Reflective Cycle Note Sheet
	EV17
	
	

	
	
	2.1
	Are you a Coach in the making?
	EV18
	
	

	
	
	2.1
	Probationary Period 
	EV20
	
	

	
	
	2.2
	Mentoring Skills Workshop
	EV21
	
	

	
	
	2.2
	Coaching and Mentoring Awareness Sessions
	EV22
	
	

	
	
	2.3
	Learning Techniques
	EV23
	
	

	
	
	2.3
	MBTI Questionnaire
	EV24
	
	

	
	
	2.3
	The Coach’s Guide (Skills)
	EV25
	
	

	
	
	2.4
	The Client’s guide: Is Coaching for me?
	EV26
	
	

	
	
	2.4
	Role of the Mentee and Coachee
	EV27
	
	

	
	
	2.4
	Introduction and Ground Rules
	EV28
	
	

	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:
	S Tillman
	Date:
	17 March 2021



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.



CIPD Evidence Matrix  									

[image: ]CEM1_CIPD Candidate evidence matrix V1.0 		


1 | Page	
Contributing to Coaching and Mentoring in the Workplace

The CIPD (2020) explain that coaching and mentoring are development approaches based on the use of one-to-one conversations to enhance an individual’s skills, knowledge, or work performance.  

1.0 Introduction 

Fire and Rescue Services (FRS) adhere to the National Fire Chiefs Council Framework (NFCC) which sets out the priorities and objectives for FRS in connection with the discharge of their functions. 

The framework has recently changed to a ‘Leadership Framework’ and is built around four quadrants (EV01), measured in four levels, with each one building on from the previous. The critical feature of this framework is that it is relevant to all operational roles and uses defined and observable measures to assess the performance of staff against. 

Coaching and mentoring (EV02) have been recognised as key arears of assessment, and although this is not new to FRS, it is crucial that FRS incorporate this into training programmes to ensure all operational staff are trained to the standards that meet the NFCC.

1.1 Mid and West Wales Fire and Rescue Service (MAWWFRS)
[image: ]
MAWWFRS is a public sector organisation that provides public safety information, prevention and protection programmes, and emergency response cover for Mid and West Wales (MAWWFS, 2021). The makeup of the organisation consists of operational staff (Firefighter, Crew Manager, Watch Manager) and support staff (Administration, ICT, HR, Finance etc). The allocation and importance of Learning and Development differs between the different sectors of employment i.e. uniform / non uniform. 

1.2 Coaching and Mentoring within MAWWFRS

The modern FRS is moving towards a coaching and mentoring culture by encouraging managers to become inspiring leaders rather than directional managers. This is being achieved by adopting the NFCC framework. MAWWFRS have embraced this by embedding this into many of our processes within learning and development such as the Assessment and Development Centres (ADCs), Appraisals and 360 Degree feedback. 



1.3 Methods used within MAWWFRS include:

Training on an All Wales Basis

The Organisational Development Strategy 2018-2021’ (EV03) provides for collaboration with other FRS in Wales for external training; therefore showing the commitment to supporting ongoing development by providing employees with the opportunity to maintain and improve their skills through established and innovative methods on an all Wales basis.

Coaching

Whitemore (1996:8) (cited in Brockbank and MacGill, 2006) explains that “Coaching is unlocking a person’s potential to maximise their own performance. It is helping them to learn rather than teaching them”. 

Within MAWWFRS coaching is used when an individual needs to self-evaluate and explore themselves to progress or develop further; it’s not necessarily just for promotion purposes. As such, MAWWFRS has positioned coaching as an effective method of:

· supporting people in their personal and professional development, 
· achieving organisational objectives; and
· in assisting with organisational change and development. 

To achieve this MAWWFRS have:

Developed ‘Coaching Guides’: A Guide for Stations and Employees (EV04) is held on station and designed to introduce and explain coaching to an employee and how it can be used as a method of support for their learning and development, in line with their personal and organisational objectives. A Guide for Coaches and Managers (EV05) which aims to introduce and explain coaching and how it can be used as a mechanism of support to the learning and development of an individual, in line with their personal and organisational objectives. 

Invested in Apprenticeship Programmes: The Service provides the opportunity for senior managers across the service, both geographically and department wide, to train as ILM Level 5 with the remit to cascade this into their respective commands (EV06). 

Deliver Coaching Courses: In conjunction with the University of Glamorgan, coaching courses are delivered to Managers / Leaders on various topics such as having difficult conversations with team members (EV07), action learning techniques (EV08) and coaching in general (EV09). This enables Managers / Leaders to reflect on their own techniques and to become more effective for the benefit of the organisation. 

Formal Coaching: The individual would meet with the coach who would undertake an introduction and go through the ground rules (EV10), a client self-analysis would be undertaken (EV11) and providing there is agreement, both parties would be required to agree and sign a contract to show commitment to the coaching relationship (EV12). 

Mentoring 

Caldwell and Carter (2003) describe a mentor as a “father figure, a teacher, a role model, an approachable counsellor, a trusted adviser, a challenger, an encourager, among other things”. 

MAWWFRS offer mentoring to all employees and this process is facilitated by the People Development department. Mentoring is used when an individual wants to progress within their role and therefore are allocated a more senior member of staff or someone who is deemed to have extensive knowledge of the service that can assist the individual to grow and develop.

Techniques used to achieve this include:

Formal Mentoring: A procedural guidance document is in place (EV13) which formally outlines the processes. An individual would complete an application form and return it to the designated officer within People Development. The Officer would approach the nominated mentors requesting their availability and allocate accordingly. Once agreement is made between both parties, a copy outlining the requirement for mentoring, along with the proposed timeline, is provided to the Officer who can monitor and put an ‘end date’ to the contract. The Officer does not get involved at any further stage until the agreement ends, at which point an exit form is completed (EV14).   

Designated ‘Buddy System’: The Induction Procedure provides for a designated colleague/buddy to be allocated upon commencement with the Service (EV15). This has been set up to assist an individual to settle into the organisation and provide for a more “informal” approach. 

Transition Mentors – when an employee has been successful at an ADC process and moves onto the development stage of their new pathway, they are automatically allocated a Mentor. A development plan is produced and agreed as part of the mentoring process and it is the responsibility of both parties to see this through whether it is to interview stage at the next level or re sitting the ADC. 

360-degree feedback – upon request and progression to certain ranks, operational staff are encouraged to seek 360-degree feedback from a set number of personnel across a vertical spectrum of the organisation about their performance and behaviours set against the NFCC framework. This is a form of both coaching and mentoring as the individual needs to be prepared to be accept potential criticism from others and form a critical analysis of themselves. A mentor will then be allocated to enhance their own personal development. 

1.4 How Coaching and Mentoring support Organisational Objectives 

Ultimately, all the coaching and mentoring activities undertaken within MAWWFRS contribute to achieving the strategic aims set out within the Corporate Plan 2020-2025 (EV16). 
Coaching and mentoring also provides a route for an employee to connect, learn and grow within the organisation, whilst developing their own career path. As a result, this provides them with greater job satisfaction, which can lead to increased productivity and therefore assist with achieving organisational objectives.

1.5 Factors that could impact on the development of Coaching and Mentoring 

A Lack of Understanding: Previously, the culture of the organisation was to use these methods as a course of action if an employee was underperforming or had poor attitude.  Therefore, due to the perceived negative aspects of this, there is limited realisation of the benefits of coaching by managers as well as individuals. As a result, coaching will not become a priority for the Service due to perhaps the lack of understanding and not realising the long-term benefits it entails.  

Budget Constraints: As a public sector organisation MAWWFRS is continually working within budget constraints:

“The Service had made significant cost efficiencies since 2010 but continues to face financial challenges in fulfilling all its responsibilities against the backdrop of public spending cuts” (What the Service Costs - MAWWFRS, 2021)

This could potentially cut the budget towards coaching and mentoring as it could be viewed as a “nice to have” as opposed to a necessary requirement. 

1.6 Recommendations

In view of the research I have undertaken, I recommend to: -

1. Cascade formal Coaching and Mentoring Training 

At present, coaching and mentoring tends to be reserved for middle management and senior managers within the Service. I believe that operational level of staff would benefit from this service and would produce a more efficient and effective service. Reason being is that senior members of staff are too far reaching for most of the operational staff and the majority no longer have the capacity to offer their support. 

2. Embed within the Culture

Upon entry to MAWWFRS all Wholetime Duty Staff are employed as apprentices.  Perhaps when a new apprentice FF is allocated a station, there will be a Mentor allocated to that individual, who would be at FF level and have recently undertaken the apprenticeship programme themselves. This will embed mentoring at an early stage and eventually help change the culture of the service. 



3. Appraisals 

Introduce a more joined up appraisals process rather than an Internal Development Review whereby line manager endorsement is required to enable and encourage an individual to progress within the rank system by having a scoring mechanism that is set against the NFCC framework. This will make the line manager more accountable for their staff and embed the coaching and mentoring ethos as a tool or technique for managers to lead or manage.
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EV02: Personal Impact – this is about Self (NFCC Leadership Framework)
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EV04: Coaching Guide for Stations and Employees
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EV06: Higher Apprenticeship in Management & Leadership
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EV07: Presentation on Difficult Conversations
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EV08: Action Learning Techniques Presentation
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EV09 The Manager or Leader as Coach Presentation
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EV10 Introduction and Ground Rules
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EV13 MAWWFRS Procedural Guidance Document
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EV15 Designated Colleague / ‘Buddy’ System 
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2.0 Promoting the benefits of Coaching/Mentoring within MAWWFRS

Coaching and mentoring are crucial activities within an organisation as they actively contribute to an organisation achieving their objectives. It enables individuals to develop both personally and professionally; thus, enabling an individual to carry out their role in an efficient and effective manner. 

“Mentoring/Coaching helps to build positive and concrete change in individuals and to boost the transfer of knowledge from the coach/mentor to the individual” (Phrenimos Soft Skills, 2017).

Within MAWWFRS coaching and mentoring programmes are promoted via the People Development department, in conjunction with the Human Resources function. As a member of the Human Resources department I:

Promote Mentoring via the ADC Process: I introduced the ‘GIBBS Reflective Cycle’ worksheet (EV17) to be completed by the employee to reflect on their own performance after an assessment. This promotes self-awareness and provides an opportunity for them to reflect on their own experience after each activity. It allows the individual to take personal responsibility for their own performance and look at what could be improved for the future. A developmental plan is devised, and a mentor is recommended who will be able to assist an employee to progress onto their next career pathway. 

Raise Awareness: I promote ‘coaching’ to all personnel via our weekly update that is circulated to all personnel and available on our internal website, @Work (EV18). I ensure reminders are included to encourage personnel to think long-term (EV19). I raise awareness amongst staff of the internal coaching awareness sessions and my behaviours are such that I adopt a coaching style leadership approach within the team, thereby ensuring people are listened to and given opportunities to offer their views without fear of appraisal or judgement. 

Strong Mentoring Programme: I undertake the ‘HR’ element of the induction. Within this session, I promote the ‘designated colleague/buddy system’ and ensure a mentor is allocated to a new to assist them settle in. I also undertake probationary period reports with new members of staff (EV20). To reach/maintain the required standard of performance, employees may require assistance, therefore I reiterate the coaching and mentoring programmes available internally to assist with any issues that may arise. As an organisation, MAWWFRS is committed to the continuous development of our staff and personnel are encouraged to attend seminars and short courses that help them carry out their duties and keep competencies up to date (MAWWFS, 2021).




2.1 Potential Barriers within MAWWFRS

Many leaders require a mindset shift towards coaching and mentoring so they can better support their employees (HR Magazine, 2018). Within MAWWFRS, there continues to be a disparity about the understanding and definitions of Coaching and Mentoring, along with the benefits both entails. 

There is also an element whereby coaching and mentoring within the Service is dependent on the management/ leadership style of the operational person in charge of the People Development department who facilitate coaching and mentoring; it is down to their beliefs and will to encourage the ethos of coaching and mentoring. 

The change of personnel within the uniformed sector is also constant as personnel are continually moving around departments to gain experience and promotion. This can hinder the coaching and mentoring process from a middle management perspective and set the coaching and mentoring back if their own beliefs and experiences do not include coaching and mentoring. 

2.2 Contribution to the development of Coaching / Mentoring Processes within MAWWFRS

In conjunction with the People Development department, I have planned for a series of workshops during Spring to highlight the differences and the benefits of each activity to Senior Management to change their perception (EV21). 

I have been nominated by my Line Manager to attend the internal Coaching and Mentoring awareness sessions in April (EV22). This is part of the Business Plan in conjunction with the NFCC framework to encourage a culture change from directional management to leadership style. The knowledge I will gain from the workshop will enable me to apply this to my role and the wider workforce to the benefit of the organisation. 

I also provide nominations to the People Development department for attendance of courses in keeping with their career pathways. This process enables the Service to draw on the ability and expertise of members of the organisation to help others to develop their skills so that they become more effective within their role. 

2.3 Support provided to develop skills of Coaches / Mentors within MAWWFRS

The European Mentoring and Coaching Council (EMCC) have established the ethical code to promote best practise and high standards expected in the coaching and mentoring relationships; EMCC exists to develop, promote and set the expectation of best practice in mentoring, coaching, and supervision globally for the benefit of society (EMCC Global, 2021). This forms the basis for the skills, knowledge, and behaviour of a coach/mentor to ensure the best possible outcome for the coachee/mentee. 
Through the delivery of training, MAWWFRS coaches are provided with an understanding of the different learning techniques to prepare them for their future clients (EV23).  Coaching supervision is in place for coaches to download issues. This is within the strictest confidence and overseen by the qualified coaching supervisor within the People Development department. After all, Coaching Supervision provides for the development of the coach’s capacity through offering a richer and broader opportunity for support and development (Coaching Supervision, 2021). The use of other diagnostic tools used include MBTI (EV24), which is beneficial for self-awareness of both the coach and client to enable a meaningful working relationship to be formed and create an atmosphere that is mutual for both parties. 

The required skills for a coach/mentor include active listening, questioning, providing feedback, patience and to be able to summarise information to reflect back to the individual. To assist coaches/mentors with the development of such skills, a guide (EV25) has been developed to provide support and this is readily available for all users to access.

2.4 Skills, Knowledge and Behaviours required by Coachee’s / Mentees

To assist potential coachees/mentees to understand and participate fully in a coaching and/or mentoring programme a guide has been developed to provide them with an understanding of the concepts and processes (EV26).  This will enable an individual to determine if the process is for them, and if so, which activity is more suited to their current requirements in terms of what they would like to achieve. 

The coaching and mentoring procedural guidance document available on the Service’s intranet outline the roles and responsibilities of the coachees/mentee so it is clear as to what is expected of them in terms of their role should they enter into an agreement (EV27). 

In addition to the above, prior to entering into an agreement, a coachee/mentee will meet with the coach/mentor and undertake an introduction, which again, will clearly outline the activities, establish the roles and what they would like to achieve. It will set out expectations and highlight to the individual the commitment they are required to give to the programme (EV28). 

2.5 Evaluation

CIPD state that to have impact and add value, people professionals need to apply a range of people skills in their work, of which coaching, and mentoring are included (CIPD Profession Map, 2021).

Due to the nature of my role within MAWWFRS, my contribution to coaching and mentoring is limited. However, with the above definition in mind I feel that I do understand the importance of coaching and mentoring and the benefits it brings long-term to the organisation. 

Mentoring supports people through their career development and enables them to progress onto the next stage of their career pathway. Nevertheless, it was evident that mentoring was “seasonal” and dependent on when the ADCs were taking place. This is because employees need to ensure their skill set is up to date prior to undertaken an assessment. I feel that perhaps my attendance at the People Development quarterly meetings will enable the information to flow through to Human Resources and identify personnel who may require coaching and mentoring based on their skills matrix and make this process more of a continual cycle.

To support the on-going evaluation and to improve the organisations processes I am going to maintain the coaching and mentoring register to ensure it is accurate and the selection of coaches/mentors available have the capacity to undertake the activities should they be nominated. I am also going to analyse feedback provided by clients so I can identify any emerging themes and possibly areas for improvement. In addition, the introduction of refresher training sessions will be of great benefit to ensure skill sets remains fit for purpose and provide an opportunity for coaches/mentors to practice.  
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EV17 GIBBS Reflective Cycle Employee Note Sheet
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EV18 Are you a Coach in the making?
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EV19 Coaching Reminder
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EV20 Probationary Period
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EV21 Mentoring Skills Workshops
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EV22 Coaching and Mentoring Awareness Sessions
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EV23 – Learning Techniques
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EV24 MBTI Questionnaire
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EV25 The Coach’s Guide (Skills)
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EV26 The Clients Guide: Is Coaching for me?
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EV27 Role of the Mentee and Coachee
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EV28 Introduction and Ground Rules
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we need to be innovative, creative,

nal, collaborative and compassionate.

Creating an endu
motivates and i
successful delivery of our strategic goals.

rernationally recognised qualification, thi
the right programme for you.

- Essential Skills

- Aface to face leadership and
management course

- Competency based portfolio (NVQ)

Your Commitment

Element 1 Essential Skills omponent

Atthe start of your learning programme, you will
undertake an intial computer based assessment in
Maths, English and Digital Literacy. Ifyou have:
Maths and English GCSE's and can evidence this with
acertificate youmay gain exemptions for this
element. Where the standard (Level 2 Eseential
Skill)is not met, you will be required to undertake
further learning and assessmentto gaina level 2
qualifcation in these 3 areas.

Flement 2Workshops - Leadership and Management

Development

+ 8(mandatory) face to face sessions over 8
months. These sessions are highly creative
and engaging delivered by very experienced
subject matter experts.

modules

Jum—

Section 3 Competency (NVQ) component

Alongside the 8 taught sessions above you will
be supported with 90-minute monthly visits to
‘your place of work by an assessor, who will
mentoring you through the learning process.
You will develop an e-portfolio of evidence of
your leadership and management abilty to
meet the standards outlined in the NVQ
element. This willinclude different types of
assessments such as professional discussions,
questions and answers and witness.
testimonies. This competency- based
component provides you with the opportunity
to putinto practice and evidence your learning
from the taught sessions.

Whatyou will leam whilst on the diploma
programme

The 8 day taught sessions willinclude;

- Leadership/ leadership challenges/Self
Awareness

+ Role of the leader and Manager / Change
and Motivation

- Power and authority / Influencing and
Stakeholder Engagement / Conflict and
Emotional Intelligence

- Problem Solving and Decision Making

+ Manager/leader as coach / developing
your leadershi

+ understanding the foles / issues and
problems,action learning, reflection, roles
within action leaming/different kinds of
knowledge

+ communication, team working, personal
development within leadershipydifferent
kinds of leadership

+ Project Management

+ Making aFinancial case and managing
improvement

Your e-portfolio will contain evidence from your

job roleand from your ILM assignments in the

form ofa project. Witten workwill be kept toa

‘minimum i this element and will show you are

competentin the following areas:

- Contribute to the Development of a
Strategic Plan

- Design Business Processes

- Manage Strategic Change

+ Provide Leadership and Management

+ Manage Productand or Service
Development

+ Lead the Development of a Quality Strategy

- Lead the Development of a Continuous
Improvement Strategy

- Manage a Project

- Manage a Budget

« Manage Physical Resources

+ Encourage Learing and Development

Higher Apprenticshipn Managemert & Leadership
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Annex A
Introduction and Ground Rules

1. Introduction of coach
Introduce self and background. Outline qualification and number of years' experierice.
2. About the coaching client
0 Whatis your understanding of coaching?
O Have you ever experienced coaching before?

O How s your line manager involved / aware?
O What do you hope to get out of coaching

3. Explain coaching
0O Coach's role
Support and use listening, questioning and dlarifying skills o help individual work

through issues / problems in a structured way with firm plan of action.
feedback on any recurring issues etc.

O Client's role

To be open to change, challenge and own the issues. The coach cannot solve
the problem for you — you have the best experience

O Contract

Explain purpose of contacting and show contract

Confidentiality ~no disclosure unless under exceptional circumstances, or if 3
way contract agreed — agree limit of information to be provided

Ethics — s a coach | adhere to the EMCC (or other ethical code)

Outline number of sessions usually offered, duration and dates

Attendance at sessions ~ cancellation

Note taking — how much you take and what purpose it serves

Challenge — how much? (ot just a gasy, chaf)

Feedback

Contact ~ should be proactive contact between coach and cient

Explain end of relationship - "no faulf” divorce if not working for either / both pa

oo

oooooooo

Commitment

« Talk about commitment of both to the relationship. Unpaid role but most coaches
are providing coaching as an adition to their day job. ff you need to cancel,
please do as far as possible before within reason and bear in mind policy and
contractual agreement e.g. 2 cancellations and relationship needs to be reviewed

O How committed is the client to coaching (on a scale of 1-10)

If happy to go ahead fand set out dates and agree plan of action for session
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Annex B
Client Self Analysis

How appropriate is coaching for me?

The following questions are designed to assist identification of development needs and

whether coaching is the most appropriate tool. Use the questions as guidelines to help
identify characteristics of an Ideal coach and develop awareness of own objectives
and goals in having a coach

On having a coach

What can | gain from coaching that is different from another development option?

What are my objectives?

How can | best use the skills of my Coach?

How supportive or challenging do | need my Coach to be?

What skills do | have that can make me a successful coaching Client?

How:

Positive minded?

Flexible and resourceful? Self-
aware?

Non-defensive?
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Annex C
Coaching Contract

Itis both coach and coaching client's responsibility to work through this
contract together in the introductory session, to ensure mutual understanding
of the basis of the coaching relationship, roles and responsi

The Coach’s Ethical Approach

In a coaching relationship, the client's agenda is at the center of the relationship and
will be worked on jointly by both coach and client. As coach | do not have the answiers to
yourissues, but | am committed to working with you to explore them and help you identify
how to move forward. | will at all times do my best to help you achieve all you want
for yourself but there are no guaranteed resuls; you get out what you putin.

Atall times, | will treat you with respect and treat all you tell me in confidence. There may
be occasions when something you share with me needs to be shared more widely, but we
will discuss this first so that you are comfortable, and wherever possible, you willtake the
lead in sharing the information with others. | may be asked to feed back generic
information regarding issues such as learming needs, how public sevices are faring
generally or other points that can help inform further programmes: | wil not however feed
any such information back f | cannot completely guarantee confidentialty

As an internal MAWWFRS coach, | il work with a variety of people who may, or may
not be known to you. | will et you know if there is likely to be a conflict of interest Where
we work together with this knowledge of others, the focus of our work will be on your
situation and your responsibiltes. | will not therefore refer to situations or any knowledge |
have about these individuals, gained from my interactions with them.

Name of Coach:

Date

Signed:

Name of Client:

Iagree that the prime purpose of this coaching contract s to support, maintain and
enhance my personal development and performance over an agreed period of time.
As the client, | will ensure that, to the best of my abilty, | have met the agreed obiectives
and action pian set out at the end of each session

We have both agreed the parameters of this relationship and discussed their practical
implications for us

Annex C continued

We have agreed to meet every....._weeks for.____sessions. We have agreed that 1 o 2
hoursis a suitable length of time for our sessions. We willtime these sessions to
coincide with specific stages of work or situation, 5o that constructive feedback can be
provided and objectives reviewed. Itis the joint responsibilty of both the coach and the
client to agree the scheduling of these sessions.

Our first coaching session will be on:

IFfor any reason a session is cancelled, we wil meet again at the next mutually
convenient date. The person who has cancelled the session has the responsibily to
re-arrange the session. Each coach will have their own cancelation policy. considering
how many sessions can be cancelled before they review the situation with their
client and consider ending the relationship.

1 understand that taking part in this coaching contract places responsibilties on me.
Iagree to prepare for each session, to be punctual and to actively participate. | agree
to carry out any follow-up actions that | choose to commit to within the coaching sessions
as per agreed timescales. | understand that all that is discussed between us vil be
treated in absolute confidence, unless we agree that information can be shared with
another party.

Iagree to complete all evaluation forms during and following the final
session

1will ensure that the session is not interrupted, in order to give full attention to the

interaction.

Any changes in circumstance wil necessitate the discussion and agreement of a new
coaching contract

Either party can request a termination of the agreement if there is a breakdown in the
coaching relationship, inadequate commitment to the process or lack of progress
being made

1 have read, and agree, this coaching contract
Signed

Client: Date:

Coach:

Line Manager: Date:

(If appropriate)
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MID & WEST WALES FIRE & RESCUE SERVICE
PROCEDURAL GUIDANCE DOCUMENT (PGD) 14 Coaching - a questioning facilitative process in which the coach supports and

aids improvments to another's performance. This may be through achievement
of goals and actions or increased competence, commitment and confidence

PGD POD 3.5 — COACHING AND MENTORING The coaching process usually involves growth and change, whether that is in
contenss | skills, knowiedge, atiitude or behaviour.

Mentoring a process in which the mentor serves as an experienced role model
1.0 INTODUCTION or trusted advisor, to guide or support another in their development. They may
2.0 PURPOSE OF SCHEME pass on knowledge and experience, provide opportunities for development and
3.0 ROLES/RESPONSIBILITIES growth or open doors to opportunties,
40 CONFIDENTIALITY
50 HOW THE SCHEME WORKS Bot these processes are confidential and one-fo-one and supports leaming,
60 REVIEWING THE COACHING & MENTORING PROCESS development and performance improvements, for an individual, team or
70 TRAINING, BRIEFING AND SUPPORT business. Generally, the process draws on the abillty and expertise of
80  REVIEW members of the organisation 1o help others to develop their skills and to
60 APPENDICES become more effective. When this is done well, it can provide great benefits to

the organisation

Coaching and mentoring does not replace line managers’ responsibilty for the
development of their employees

2. PURPOSE OF THE SCHEME / POLICY.

Security Classification | N/A 241 SCHEME AIMS AND OBJECTIVES

‘The purpose of the coaching and mentoring is to provide a professional service
that supports the development of all staff within the Mid and West Wales Fire
and Rescue Service who are seeking to achieve development within their
Document Author Karen Thomas current role or career progression and promotion, to the benefit of the
individuals and the organisation

Document Owner Corporate Head of Operational Support and Improvement

Date of Issue 10/06/2020
In particular its objectives are:
Date of Implementation | 10/06/2020 « To provide a means of impartial support for individuals in dealing with
ther current role and a safe forum for exploring professional issues and
Version Number vi problems;
« To provide the individual with a sounding board;
Date of Last Review First Issue
« To provide a mechanism for the provision of constructive feedback;
Date Last Amended First Issue « To provide a means of helping the individual to examine thefr strengths
and weaknesses and of helping them to action plan for future training
Date of Next Review 1010612021 and development;
approval Detalls Head of Peopte Development + Toencourage a self-managed approach to learning

« To broaden individuals’ perspectives by faciitating the sharing of
Equality Impact EIAPOD 3.5 organisational knowledge and experience.
Assessment Reference

22  ELIGIBLE EMPLOYEES

The coaching & mentoring scheme is open to all operational and support staff
employees; all those who consider such a relationship will benefit and assist
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APPENDIX F — MENTORING FLOWCHART
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+ Human Resources representative — introduction to terms and conditions of
employment, complete employment checks and assist in completing necessary
paperwork for personal record/payroll files, whilst also providing an overview of
key Service policies and procedures (Should be carried out during first day of
‘employment, wherever possible). This is applicable to all new employees.

« Health and Safety representative — introduction to Health and Safety
legislation e.g. Manual Handiing / Display Screen Regulations, and Service
specific Health and Safety policies and procedures. (Should always be carried
out during first day of employment, in the interests of reducing risk to the
employee and also the Service). This is applicable to all new employees. Full
details of the Health and Safety induction process is included within the
Induction of New Employees Procedure on the @ Work website.

« Equality & Diversity HR representative — introduction to the Service's policies
on Equal Opportunities, Dignity at Work and Anti Harassment & Bullying, with
a view to managing expectations with regards to expected behavior, and the
Service's culture and values. (Should be carried out during first day of
employment, in the interests of reducing risk to the employee and also the
Service). This is applicable to all new employees.

« Training Delivery representative — issue of Corporate Wear and Personal
Protective clothing and equipment. Safety briefing with specific regard to the
‘applicable initial training course. General overview of the Service and reporting
structure, and initial driver assessments. (Should always be carried out during
first day of employment, in the interests of reducing risk to employee and also
the Service). This is applicable to only Wholetime Duty System, and Retained
Duty System Firefighters.

« Line Manager/Head of Department — Prepare for arrival of new employee,
with regards to desk space, IT logins/passwords, office equipment etc.
Introduction to the Department and working practices, to the role with regards
to performance expectations and expected outcomes. Objectives should also
be agreed with regards to the probationary process, and an  informal
introduction to colleagues should be made in order to provide a suitable
welcome.

. ~ Provide answers to informal but important
eve questions regards to canteen facilies for example, further

introductions to work colleagues, provide an escorted tour of the department,
building and site etc. This process can also be beneficial and an opportunity to
the colleague who acts as guide and mentor.

3.0 INDUCTION CHECK-LIST AND RESPONSIBILITIES

Itis very important that a check-list is retained of all aspects of the induction training
provided to new employees, in order that the list can be scrutinised at a future date,
confirming that the appropriate guidance and information has been provided, and the
required processes have been undertaken. This checklist can be a vital source of
reference later in employment — for example to check an employee has been briefed
on policies and procedures, or to produce evidence of training in the event of a health
and safety inspection for example.
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Description Useful Questions Notes
Describe the situation (i.e. what When and where did this happen?
happened) Who else was there?
What did you do?
Wht was the result of the situation?
Feelings Useful Questions Notes

What did you think and feel
during the experience?

What did you feel before the situation took
place?
What did you feel after the situation?

What do you think about the situation
now?
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Evaluation Useful Questions Notes
Look objectively at What was positive about the experience?
what approaches What was negative?
worked. What went well?
What didn't go so well?
Conclusions Useful Questions Notes

Evaluate based on
information provided to
draw conclusions.

Thinking about the situation again, how could this
have been a more positive experience?

Would you do anything differently if faced with the
same situation again?

What skills do you need to develop?

Action

Enact a Development
Plan
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This Week's Important Reminders

Hazmat NPT Command is holding a multi pump exercise at

exercise Vale in Pontardawe on Wednesday 13th May.
commencing at 1845 and will simulate a muiti pump.
Hazmat.

There are a range of functional and operational
roles that will need to be carried out at the exercise.
Expressions of interest are invited from those who
wish to participate for the purposes of development
‘and maintenance of competence.

For further information please contact WM
on ext 6650 or email
@mawwire.go.uk

Coachingand  Are you in development, are you considering
Mentoring developing yourself in the near future?

People and Organisational Development would like
o offer coaching and/or mentoring support to all
personnel throughout the service. There are a
number of people currently being trained in ILM
Coaching level 5 who require people to work with in
order to gain their qualification. These coaches /
‘mentors are geographically placed with a range of
roles from uniform and support staf.

If you would like a coach or mentor please contact
by e mail to
@mawwire.gov.uk no later than 20th
April
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Probationary Reports - Sian Elin Thomas - Message (HTMI

File  Message Help  Alchemy  Attachments Q  Tell me what you want to do
oE X | B hlog HElS

Probationary Reports - Sian Elin Thomas

eply | ) Re orwerd | | e
Page Dana HQ © Reply | € ReplyAll | —> Forward
To ©TimanSarsh  HO

PH ‘Wed 29/01/2020 15:08

() You orwrdea i message on 0510572020 1035

PensionsAssistant-1D-Nov-2019.pdf

HR-6.8-Probationary-Period-Review-Procedure.pdf _,
109 KB

48KB

As you are aware the above-named employee is required to work a probationary period, during which time they are required to demonstrate, following the necessary training and assistance, the ability to perform all aspects of their role to a satisfactory standard
Aftached for your information is a copy of the probationary period review procedure which includes an action plan as well as monthly reports which require completion. | have also attached the individual's job description for ease of reference.

Formal probationary meetings should take place on a monthly basis and completed forms should be returned to the Human Resources Department. Should you require any further information in this regard please do not hesitate to contact me

Cofion/ Regards

HR Support Desk

Tim Cymorth Adnoddau Dynol - Adran Adnoddau Dynol

Human Resources Support Team- Human Resources Department - DMP

Allanol / External: 01792 705144

Estyniad Mewnol / Internal Extension: 2294

Ebost / Email: humanresources@tancec.gov.uk / humanresources@mawwfire.gov.uk
Gwefan / Website: www.tancgc.gov.uk / www.mawufire.gov.uk

Rydym yn croesawu galwadau yn y Gymraeg a'r Saesneg / We welcome calls in Welsh and English.

Rydym yn croesawu gohebiaeth yn y Gymraeg ar Saesneg - byddwn yn ymateb yn gyfart

You
vesons
00 &3Bm- AEETRS |rn

ddau ac yn ateb yn eich dewis iaith heb oex

We welcome correspondence in Welsh and English - we will respond equally to both and will reply in your language of choice without delay





image25.png
University of USW Commercial Services Ltd

South Wales

EL'" vj,‘:u Gwasanaethau Masnachol USW Cyf

S Karen Thomas
ADC Manager Ref: 7683
People and Organisational Development

Mid & West Wales Fire & Rescue Service

Fie Service HQ.

Lime Grove Avenue

Carmarthen
Sas11sP 237 Feb 2021

Quotation No 7689
Dear Karen

Mentoring skills Workshops.
Further to our recent discussions, | am pleased to provide you with a formal quotation for

4 Mentoring Skils course for Station and watch Managers. This will be delivered virtually
through the USW Virtual Learning Environment. Each 1-day course will be delivered over 2 x
%days. Dates to be confirmed

Provision of Training: At a cost of £600 per session

Total cost for 4 courses: £4800°

(Four Thousand Eight Hundred Pounds)

*USW Commercial Services i an eligible body and does not charge VAT on Training Services

vty of St wales, Pontypidd, wals, CF37 0L UK s usucommercalcouk  PrisgoiDe Cym, Pontypridd,Cym, CF57 100U

Telo10ss 52 42 raxenas assess Flon 01483 82 48 acs 01443 55935

ZH ) SIS e e e i e 1 e

I PEORLE | MEWN POR
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 Development of materials to meet requirements
* Tutor delivery / facilitation

« Course materials

 Access to Virtual On Line Learning Environment.

To proceed | would be grateful i you could provide us with an official purchase order or
written confirmation. USW Commercial Services Ltd will be pleased to carry out this work
subject to our normal conditions of contract, which are printed overleaf. Payment would be
required within 28 days of the invoice.

I trust that this quotation is acceptable. If you have any queries, please do not hesitate to.
contact me on 01443 482751 or email sharon.mott@southwales.ac uk.

Yours sincerely

Wwof

Training Services Manager
For and on behalf of USW Commercial Services Lid

I PEORLE | MEWN PORL

INVESTORS | BUDDSODOW i Fessere ofc: Universy f ot Wales P37 1L company rgsation 863025
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rrom: [

Sent: 16 December 2020 19:04

o: I

Subject: Coaching and Mentoring Awareness Sessions
Importance: High

Dear Sarah,

As part of your career development, you have been nominated to attend the next Coaching and Mentoring Awareness Sessions which will commence beginning of April. Due to the coronavirus response and new ways of working, this
course will be delivered virtually and broken down into condensed online virtual sessions, hosted by the People Development Department. I'm sure you will find the content both interesting and thought provoking and sure you will
take a great deal from the course. More will be explained when you receive your joining instructions.

sv I i/ be your Service direct line of contact, so please confirm availability with [Jll at your earliest convenience?

This course is designed to be full attendance and there is some scope to absorb annual leave commitments that you understandably may already have made. | would advice that you re-shape other work commitments to ensure
attendance, as this s part of your career development and you will honestly take so much from this course!

Kind Regards,

Dirprwy Bennaeth Datblygu Pobl a'r Gyfundrefn

Deputy Head of People and Organisational Development
Gwasanaeth Tan ac Achub Canolbarth a Gorllewin Cymru
Mid and West Wales Fire and Rescue Service

2 Mewnol / Internal: [l
2 Allanol / External: 01267
& Symudol / Mobile:

B2E bost / Mail
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5

mbti.

MBTI Step I
Questionnaire

The Myers-Briggs Type Indicator® instrument is a powerful and
versatile indicator of personality type. It is widely used for
individual, group and organisational development

Directions

There are no right' or ‘wrong’ answers to these questions. Your
answers will help to show how you like to look at things and how you
like to make decisions. An understanding of your own preferences and
of other people’s preferences can help to identify your special strengths.
This understanding can also give you an insight into what kinds of work
you might enjoy and be successful doing and how you relate to people
with different preferences.

Read each question carefully.

Do not think too long about any question

If you cannot answer a question, leave it out.

Fillin your name and the other details requested below.

Unless you are told to stop, work through until you have answered all
the questions that you can.

WK OpP

First name *
Lastname *
Gender
choose

or enter self-description

Where do you live?

(Please see appendix at the end of this questionnaire for a definition of these regions.)

choose

Privacy notice
All personal data we collect, whether through completion of our psychometric
assessment questionnaires generally, for the purposes of research, or otherwise,
is handled by The Myers-Briggs Company Limited (including, where applicable,
our parent company, The Myers-Briggs Company in the US) in accordance with
current data protection legislation (including GDPR).

Please refer to our Privacy Policy and our Data Protection Statement at
eu.hemyersbriggs.com for detailed information on how we handie data,
including how we collect, store and use personal data (including any special
category datalsensitive personal data), our lawful bases for processing personal
data, information on transfers outside the European Economic Area (EEA), as
well as your rights as a data subject, including the right of access, right to object
and right to erasure.

By completing the questionnaire, you agree that the data you give may be used
by The Myers Briggs Company Limited including, where applicable, our parent
‘company, The Myers-Briggs Company in the US, and may be transferred outside
the EEA for processing purposes to our parent company The Myers-Briggs
Company in the US and/or other data processors.

Collection of special category dataisensitive personal data and Use for research
purposes:

By completing the optional section of the questionnaire, you agree to the
collection of certain special category dataisensitive personal data, including data
on ethnicity.

Furthermore, by completing the optional section, you agree that the data you
give within the section may be used by The Myers Briggs Company Limited
(including, where applicable, our parent company, The Myers-Briggs Company in
the US) for research purposes, which will help to improve future versions of this
instrument and other publications. We anonymise your data before we use it for
research and therefore no individual can be identified in any research findings or
results.

Ifyou do not wish to complete the optional section of questions, you may instead
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The Coach’s Guide
Role of the Coach

The coach will use their skills and a range of practical tools and techniques to help the
client work through an issue, in a structured way. Helping to foster a safe environment to

share, they will act as a sounding board for ideas. They will also help the client focus

on away forward, always looking towards a solution or actions for the future, helping them
to fulfil heir potential or meet their goals

Coaches can use a range of skills and a wealth of expertise during a coaching session

Active listening skills

Active listening is a structured way of istening and responding to others and in the case of
coaching, focusing the attention specifically on the client. In order to do this effectively, the
coach needs to suspend their own frame of reference and i t,fully concentrating
onwhat the client has to say.

The skilled coach will observe the other person'’s behaviour and body language. Being
able to interpret this successfull. allows them to develop a more accurate understanding
of the client's words. On hearing what the client has to say, the coach may then
paraphrase their words and play them back.

Itis important to note that the listener s not necessarlly agreeing with what the client
has to say, but s often simply stating what was said. In situations where there is a great
deal of emotion, the lstener may lsten for feelings. Therefore, rather than just repeating
the dlient words, the activ listener might describe the underlying emotion eg “you
seem to feel angry” or “you seem to feel frustrated

Questioning skills

A good question can help bring clarity for the client around their situation (this can
sometimes be described as a ‘light bulb moment’). Effective questioning can quickly
draw a cient to make sense of an issue or situation which previously seemed complicated
or of no sense at all. The most powerful questions are short and focused, getting to
the heart of the issue and producing a real shift in the client as they experience their own
situation reflected hack to them — maybe for the first time.

A coach will use a range of questions — open to encourage an answer and dialogue and
possibly closed to clarify a *yes” or “no” situation.

Summarising

Fitting in with active listening and paraphrasing, the coach wil often summarise the client's
situation as explained by them, back to them. This enables the coach to check their
understanding of the situation but also can bring real clarity to the

Challenging

Effective coaching also contains an element of challenge — it should not just be seen as a
“cosy chat” It is an opportunity for the client to be taken out of their comi
vithin a safe" environment. The coach can agree the level of challenge with the client up
front and explain the purpose of it within the coaching relationship. A coach may challenge
ideas or perspectives and self-imiting beliefs, asking the client for evidence for feeling the
way they do. It can make them challenge the way they see themselves, their
organisations and their relation with colleagues. If a client s feeling uncomfortable by a
challenge, itis possible that they are gaining insight about themselves and however painful
this might be to recognise, it could be key to them moving forward

Providing Feedback

Itis often said that coaches should act i a mirror, reflecting back observations and thei
client’s words and behaviours. The coach also has a role in providing constructive
feedback to the client. This could be around patterns of behaviour, their per
emotions or progress and achievements. The key to the feedback is that is given vith the
aim of benefiing the client, covering the positives as well any developmental needs the
clientidenties or reveals.

Hints and Tips

« Take your diary along, agree and book at least a few of your coaching sessions
atthe first meeting.

+ Ensure that the time s uninterrupted — if possible agree somewhere to meet
away from your workplace.

« Clearly explain and agree any preparation for each meeting, review any actions
atthe next session

+ Be open to new things and experiences too — this is not just something the
client can benefit from

« Contract clearly and outline roles and responsibilfies at the outset of the
relationship this is something you can always review and draw the client back to,
should you need to

« Clarify the desired outcomes the client wants to achieve — be
because this will make a huge difference to the effectiveness of the coaching and
the benefits the client desires.
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The Client's G

e
Is Coaching for Me?

Whatis often overlooked when people are recruited for a job - wherever they are on the
career ladder - s that they will usually benefit from, or even need, some form of guidance
and support along the way. Some organisations know this and part of their employee care
is to have a coaching programme in place to provide that support

Even for people who are fortunate enough to work for such an organisation, they may feel
uncomfortable or embarrassed asking for support internally, and 50 they go without. This.
is where the *| should know it all already” belief kicks in, and the offers of coaching go
unheeded because of sefflimiting concerns or beliefs that they will look weak if they ask
for this sort of support, or will be seen to be a problem that needs to be fixed. They may
not ing.of how coaching might help or even what it is. There may even
be misconceptions that it is some form of therapy. They may welcome coaching for their

own staff but deflect their own insecurities by maintaining that it is not something they will
benefit from.

organisations (particularly public services) have no formal support
place for new or existing staff and so they struggle on alone, making the best
ation. Most manage to get by, some feel unable to continue and so either leave
the organisation, or end up suffering in silence or worse st falling ll from the isolation
and stress. Eventually the employer has to deal with the situation and the outcome s often
far from ideal for all parties.

In the world of sport, you'd know what to do: you'd have a coach who would work with you
on your fitness, your training and eating regimens, your atttude, your goals. You'd be
supported by someone who had your best interests as a priority. You would not even
question that coaching was part o the deal; it would be integral to your development.

Unfortunately in organisational lfe, having a coach is often perceived as having a problem.
being weak or needing support to do your job. This is iy not the case. Having a
coach should be regarded as the norm and what all leaders, senior exectives and
managers should view as part of their ongoing development. coaching should be seen as
one of the ways in which they can fulfil their potential and achieve the desired results for
themselves, their teams and their organisations

Coaches help us get better at what we already do. Good coaching is unbiased, objective
support that identifies the best of our qualties and abilties and helps us develop them; it
identifies which hurdles are difficult to overcome and works with us to finds ways to
remove or circumvent them when appropriate. Good coaching comes from someone on
the sidelines with our best interests as a priority.

A coach s independent of our work situation, loyal and interested. They help us find our
own ways to deal vith immediate difficulties as well as helping plan a long-term strategy. A
coach has a range of skills which can be deployed to stretch and challenge us, developing
and moving us forward, often at a pace that brings improvements noticeable to ourselves
and those around us ~ both up and down the orqanisational ladder.

Questions to ask yourself
What personal benefits o performance improvements are desired? Think about what you
want personally as well as what the organisation s likely to expect you to achieve. Have
you spoken to anyone who has had coaching or mentoring in the past?

Compatibility

Of paramount importance is compatbilty or personal “chemistry”. You do need to like the
person who's going to work with you. This doesn't mean a cosy relationship where you'te
riends first and foremost, but it does mean you should have a rapport with which you are
both comfortable and that will enable you to work well together. For the relationship to
work you need to get along with each other. otherwise it becomes a duty, a ‘going through
the motions' rather than a mutually enjoyable process. Some organisations assign a
coach, others let the employee choose: if possible, the latter is preferable

Itis important to remember that coaching is about a two-way process and your coach may
also be getting a great deal of leaming from the experience. Also, its worth reminding
yourselfthat they are in this because they believe in it as a means of development and
‘would not be spending time working with you f they had no faith in you or felt they couldn't
help.

Getting the Most Out of the Relationship

Coaching s a recognised and very powerful tool to support people in their career and
personal development. A professionally handled coaching relationship wil encourage the
client to become more aware of themselves and the systems and culture they work within.
It will assist him / her in clarifying clear goals and direction, to enable them to
improve performance and personal motivation

The most important point to remenmber s a client is that you have the responsibility for
your own success and need to actively participate in managing the relationship. It your
development and your career. You drive the relationship with mutual agreement that your
coach will be giving you the benefit of his / her time and expertise. You are responsible for
adhering to the ground rules you will have worked through with your coach and signed up
to as part of a coaching contract You will get the most benefit by bringing a real Ife issue
with you to work through, setting your own goals, tracking progress and keeping the lines
of communication open

Respect the Coaching Process

‘You wil benefit from coaching in direct proportion to what you are wiling to putnto it. Be
open to trying out new ideas, tools and techniques. Be open also to your coach acting as a
sounding board and someone who can challenge your thinking and assumptions and
challenge you about what you do and why. Give them permission to be challenging —
you are feeling uncomfortable as a result of a challenging or searching question asked by
your coach,its likely you are learning something, be it about yourself or your situation.

Maintain Regular Contact

Beyond the coaching sessions, you may wish to keep in touch with your coach by e-mail
and  or telephone to update them on any changes, progress or indeed use them as a

sounding board in relation to discussions / issues / actions discussed in your sessions. The
level of contact should be agreed with the coach up front as part of the contracting for
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3.2 ROLE OF THE MENTEE

The mentee also has responsibilities towards the mentoring relationship which
include:

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

To identify and bring forward appropriate issues for discussion;
To be willing to challenge and be challenged;
To approach the relationship with respect and openness;

To treat information given by mentors with the same level of discretion
and confidentiality as they expect to receive from the mentor;

To recognise that the prime responsibility for coaching and skills
development within their current role rests with their line manager;

o retain responsibility for their own development;

To be committed to delivering agreed action plans within agreed
timescales.

34 ROLE OF THE COACHEE
The coachee also has responsibilities towards the relationship which include:

Aftend an introductory session to ensure understanding and suitability
of coaching

To bring clear and realistic expectations about what the coaching
relationship can achieve;

To identify and bring forward appropriate issues for discussion;

To be willng to challenge and be challenged with an element of
personal honesty;

To approach the relationship with respect and openness;

To treat information given by coach with the same level of discretion
and confidentiality as they expect to receive from the coach;

To recognise that the prime responsibility for development within their
current role rests with their line manager;

o retain responsibility for their own development;

To be committed to delivering agreed action plans within agreed
timescales.
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Annex A

Introduction and Ground Rules

1. Introduction of coach

Introduce self and background. Outiine qualifiation and number of years' experience.
2. About the coaching client

What is your understanding of coaching?
Have you ever experienced coaching before?
How s your ine manager involved / aware?
What do you hope to get out of coaching

3. Explain coaching
Coach's role

Support and use listening, questioning and clarifying skills to help individual work
through issues / problems in a structured way with firm plan of action. Give
feedback on any recurring issues etc.

Client's role

To be open to change, challenge and own the issues. The coach cannot solve.
the problem for you — you have the best experience

Contract

Explain purpose of contacting and show contract

Confidentialty ~ no disclosure unless under exceptional circumstances, orif 3
‘way contract agreed — agree it of information to be provided

Ethics — as a coach | adhere to the EMCC (or other ethical code)

Outine number of sessions usually offered, duration and dates.

Attendance at sessions — cancellation

Note taking — how much you take and what purpose it serves

Challenge — how much? (not just a cosy chat)

Feedback

Contact — should be proactive contact between coach and client

Explain end of relationship - "no fault” divorce if not working for either / both parties.

« Commitment

« Talk about commitment of both to the relationship. Unpaid role but most coaches
are providing coaching as an addition to their day job. If you need to cancel,
please do as far as possible before within reason and bear in mind policy and
contractual agreement e g. 2 cancellations and relationship needs to be reviewed.
How committed is the client to coaching (on a scale of 1-10)

If happy to go ahead

Set out dates and agree plan of action for sessions





image1.png




