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	Induction and coaching in the workplace 

	Level:
	2

	Credit value:
	2

	Unit guided learning hours
	8

	Learning outcomes (the learner will)
	Assessment criteria (the learner can)

	
1  Understand how to integrate new   members in the team

	
1.1


1.2



1.3

	
Describe the benefits of induction


Outline the organisation’s procedure for induction


Outline ways that new members in the organisation could be supported


	
2       Know how to coach individuals in the team

	
2.1





2.2




2.3
	
Explain a recognised coaching technique they could use to build confidence and performance in the workplace


Prepare an outline plan for a short coaching session in a task or activity in the workplace


Explain the importance of constructive feedback in the coaching relationship


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop an understanding of induction and coaching as required by a practising or potential team or cell leader.

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	Links to MSC 2004 NOS: D7

	Assessment requirements or guidance specified by a sector or regulatory body (if appropriate)
	

	Support for the unit from a sector skills council or other appropriate body (if required)
	Council for Administration (CfA)

	Equivalencies agreed for the unit (if required)
	M2.05 Induction and coaching in the workplace

	Location of the unit within the subject/sector classification system
	15.3 Business Management

	Additional Guidance about the Unit

	Indicative Content:

	1
	
· Advantages of having new members in the team
· The purpose of induction for effective integration and performance
· Company procedures for induction
· Support systems (eg mentoring/buddy system) and their effectiveness


	2
	
· Differences between coaching and training and when each is appropriate
· Coaching techniques to build confidence and performance in the workplace
· Techniques for stretching individuals to fulfil their potential
· Methods to avoid and overcome failure in coaching
· Use of constructive feedback and techniques to promote positive attitudes
· Supervised practice or simulation to develop the ability to apply knowledge and skills
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