[bookmark: _Toc528673105]Assignment - Undertaking Coaching within an Organisational Context
[bookmark: _Toc528673106]Note: This document is copied from the Coaching and Mentoring qualification handbook for unit 8585-301 Undertaking Coaching within an Organisational Context.
Some of the content refers to units 302 and 303 within the Coaching and Mentoring qualification 8585. If you have any questions about the delivery and assessment of this unit contact the Technical Advisor.
Portfolio
Assessment instructions
Portfolio of evidence
These units are internally assessed via a portfolio of evidence which is assessed by the Centre and subject to internal and external verification.
The portfolio of evidence must be valid, fit for purpose and based on the unit assessment criteria.
To pass each internally assessed unit, the learner must:
· Satisfy all assessment criteria by providing sufficient and valid evidence.
· Demonstrate that the evidence is their own.
Assessment decisions are determined as competent (Pass) or not yet competent (Refer) and the only acceptable reason for a referral is a failure to meet one or more assessment criteria.
Types of evidence
Centres can choose the way evidence is gathered to be included in the portfolio for these units as long as the methods chosen allow learners to produce valid, sufficient and reliable evidence of meeting the assessment criteria. A balance of evidence types can be produced in order to demonstrate learners’ understanding and competence.
Suggested types of evidence to cover internally assessed units is provided as part of the assessment guidance for each unit.  ILM have provided templates to support the capturing of evidence for the practical units but for those centres wishing to use their own documentation, suggested types of evidence to cover each AC is also provided.  
Only portfolios captured electronically will be accepted for external verification purposes. Should a paper-based format be required due to accessibility requirements this must be agreed in advance with ILM.
The learner should pay close attention to the assessment verbs in order to meet the assessment requirements for a Pass grade, this will include introductions and summaries of information to bring the individual evidence examples together into a coherent document.
Centres may opt to use their own methods of evidence collection or use the examples provided in the handbook as appendices. Whichever method of presenting evidence is selected, the learner must complete a portfolio evidence document and present this at the beginning of their portfolio after the authentication sheet(s).
The portfolio of evidence should be set out in a structured manner and presented in the order set out below.
Example documents to record portfolio of evidence of activities
ILM have provided documentation for the learner to help them provide appropriate evidence for these units.  These are not mandatory documents but we would strongly advise centres to use these or similar documents, except when using the ILM Assessment Service when their use is a mandatory requirement.
The diary of coaching activity will provide evidence towards the achievement of these units, along with the exemplar documents for the reflective log, feedback to coach from individual being coached, outcomes of a supervision session and CPD plan. The documents are based on the learner’s coaching sessions. 
Documents to complete:
· Coaching Diary -  for the learner to plan, structure and record the coaching sessions
· Reflective Log – for the learner to log after each session to reflect on the session completed.  This can also be used for evidence towards the Reflective Journal in unit 303 (Reflecting on Coaching Skills within an Organisational Context)
· Feedback to coach from individual being coached – once the learner has completed the required hours of coaching, they can ask the coachee to complete this feedback sheet
· Outcomes of a supervision session – for the learner to receive feedback on coaching sessions from the supervisor/tutor
· Continuous Professional Development (CPD) plan - for evidence towards the Reflective Journal in unit 303 (Reflecting on Coaching Skills within an Organisational Context)
· Feedback on the learner’s coaching – for the supervisor/tutor to observe the learner in practice and provide feedback.


[bookmark: _Toc524942576][bookmark: _Toc528673107][bookmark: _Toc524942581]Portfolio of Evidence Examples 
	Undertaking Coaching within an Organisational Context
	Centre Devised Materials
	ILM Templates provided

	Section One

	AC 1.1 
Produce a plan for effective coaching to take place for 6 hours
	· Coaching plans for 6 hours, with clear goals or outcomes
	Coaching Diary

	AC 1.2 
Agree appropriate topics, goals and/or outcomes relevant to the context of individual(s) being coached
	· Records of the topics, goals and/or outcomes agreed with the individual(s)
· A statement or record describing the process followed to agree initial topic, goals and or outcomes with the individual(s)
	Coaching Diary

	AC 1.3 
Agree an appropriate and confidential contract with individual(s) and other stakeholders
	· An agreed and anonymised contract between coach and individual (coachee or client), signed and dated by all parties (including stakeholders if relevant). The contract should include the full scope of coaching arrangements (ie confidentiality, hours, timescales, cancellations and recording).
· A statement or record describing how the learner contracted ethically with their individual(s) and in line with any organisational policies or recognised codes of practice
	Coaching Diary

	Section Two

	AC 2.1 
Use diagnostic or assessment tools to effectively coach within an organisational context
	· Coaching records/log/diary which show diagnostic/assessment tools used with coachee
· A statement or record describing how tools were used if this is not detailed in records
	Coaching Diary

	AC 2.2 
Use a recognised model of coaching during the coaching process which supports the individual to achieve their goals
	· Coaching records/log/diary which show a recognised model used in 6 hours of coaching and/or a statement or record describing how the model was used if records do not detail this
	Coaching Diary

	AC 2.3 
Demonstrate the knowledge, skills and behaviours of an effective and ethical coach, including communication techniques of questioning and listening
	· Coaching records/log/diary describing knowledge, skills and behaviours used in coaching sessions
· A statement or record describing knowledge, skills and behaviours used in coaching sessions and/or record of observation by tutor/supervisor of coaching session delivered (or audio record listened to) with feedback
	Coaching Diary

	AC 2.4 
Record an auditable coaching process from initial contact to completion
	· Coaching records that cover the whole process from initial contracting, coaching sessions, progress records, feedback and conclusion.
	Coaching Diary

	Section Three

	AC 3.1 
Reflect on each session and identify key learning to support continuous professional development
	· Written statement of conclusions drawn from each of the sessions
	Reflective Log

	AC 3.2 
Gather ongoing feedback on effectiveness of their coaching for each session and show evidence of this
	· Written evidence reflecting on 6 hours of coaching using feedback from coachees, stakeholders (if relevant) and tutors/supervisors
	Feedback to coach from individual being coached

	AC 3.3 
Review and evidence own ability to use effective communication skills, including questioning, listening and giving feedback in order to facilitate coaching practice
	· Written statement providing review of own communication skills and how this develops own  coaching practice
	Feedback on the learner’s coaching

	AC 3.4 
Summarise the outcomes of ongoing supervision for a minimum of 1 session of effective coaching to improve practice
	· Summary of supervision sessions with outcomes to improve own  coaching practice clearly stated
	Outcomes of a supervision session

Feedback on the learner’s coaching
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[bookmark: _Toc528673109]Portfolio evidence matrix
This completed matrix must be included in your portfolio of evidence for learners undertaking Unit 301. 

Name of learner ___________________________

Signature _________________________________ Date completed _________________

	Undertaking Coaching within an Organisational Context
	Portfolio Evidence Titles
	Reference Number

	Section One

	AC 1.1 
Produce a plan for effective coaching to take place for 6 hours
	
	

	AC 1.2
Agree appropriate topics, goals and/or outcomes relevant to the context of individual(s) being coached
	
	

	AC 1.3 
Agree an appropriate and confidential contract with individual(s) and other stakeholders
	
	

	Section Two

	AC 2.1 
Use diagnostic or assessment tools to effectively coach within an organisational context
	
	

	AC 2.2 
Use a recognised model of coaching during the coaching process which supports the   individual(s) to achieve their goals
	
	

	AC 2.3 
Demonstrate the knowledge, skills and behaviours of an effective and ethical coach, including communication techniques of questioning and listening
	
	

	AC 2.4 
Record an auditable coaching process from initial contact to completion
	
	

	Section Three

	AC 3.1 
Reflect on each session and identify key learning to support continuous professional development
	
	

	AC 3.2 
Gather on-going feedback on effectiveness of their coaching for each session and show evidence of this
	
	

	AC 3.3 
Review and evidence own ability to use effective communication skills, including questioning, listening and giving feedback in order to facilitate coaching practice
	
	

	AC 3.4
Summarise the outcomes of on-going supervision for a minimum of 1 session of effective coaching to improve practice
	
	

	Please reference all books and journals and provide links to websites [and date accessed] used in this unit, if applicable
	



Alternatively, learners following unit 302 should include this example in their portfolio. 
	Undertaking an Extended Period of Coaching within an Organisational Context
	Portfolio Evidence Titles
	Reference Number

	Section One

	AC 1.1 
Produce a plan for effective coaching to take place for 12 hours
	
	

	AC 1.2
Agree appropriate topics, goals and/or outcomes relevant to the context of individual(s) being coached
	
	

	AC 1.3 
Agree an appropriate and confidential contract with individual(s) and other stakeholders
	
	

	Section Two

	AC 2.1 
Use diagnostic or assessment tools to effectively coach within an organisational context
	
	

	AC 2.2 
Use a recognised model of coaching during the coaching process which supports the individual(s) to achieve their goals
	
	

	AC 2.3 
Demonstrate the knowledge, skills and behaviours of an effective and ethical coach, including communication techniques of questioning and listening
	
	

	AC 2.4 
Record an auditable coaching process from initial contact to completion
	
	

	Section Three

	AC 3.1 
Reflect on each session and identify key learning to support continuous professional development
	
	

	AC 3.2 
Gather on-going feedback on effectiveness of their coaching for each session and show evidence of this
	
	

	AC 3.3 
Review and evidence own ability to use effective communication skills, including questioning, listening and giving feedback in order to facilitate coaching practice
	
	

	AC 3.4
Summarise the outcomes of on-going supervision for a minimum of 2 sessions of effective coaching to improve practice
	
	

	Please reference all books and journals and provide links to websites [and date accessed] used in this unit, if applicable
	



[bookmark: _Toc528673110]Coaching Diary
This diary will help you to plan, structure and record the coaching sessions. The diary will provide evidence for the achievement of this unit, along with the reflective log, feedback to coach from individual being coached, outcomes of a supervision session and CPD plan.  

Remember that the coaching is totally confidential and you shouldn’t refer to the coachee by name for the purposes of assessment. 
	Name of Coach:

	Client Reference:

	Start Date of Activity:

	Total number of hours completed:

	Upon completion of the coaching activity:

	Signature of Coach: _________________________ Date:______________

	Signature of Coachee: _________________________ Date_______________





AC 1.1 Produce a plan for effective coaching to take place for 6 hours (unit 301) or 12 hours (unit 302)
	Brief profile of the client

	

	What are the anticipated benefits of coaching for this client? 

	

	Where will you meet for the sessions?

	

	What makes this venue suitable?

	

	
Planned duration of the sessions   ________                       Number of Sessions _______ 






AC 1.2 Agree appropriate topics, goals and/or outcomes relevant to the context of individual(s) being coached
	What are the client’s goals or outcomes, relevant to their context? 

	




AC 1.3 Agree an appropriate and confidential contract with individual(s) and other stakeholders
The Coaching Contract

In signing this agreement, both parties agree:

· To be honest and committed to the contracted activity
· To keep all appointments and ensure prompt rescheduling when cancellation is unavoidable
· To maintain confidentiality regarding discussions
· To review the coaching contract after ____ sessions and have a ‘no fault’ ending if the relationship does not suit either party
· To be open to receiving and giving feedback

Signature of coach____________________________________    Date__________________ 

Signature of client_____________________________________     Date__________________


AC 2.1 Use diagnostic or assessment tools to effectively coach within an organisational context
Outcome of diagnostics used with the client
	Client’s learning style
	

	Other diagnostic tools if used & results
	



Client’s SWOT
	Strengths
	Weaknesses / areas for development

	Opportunities
	Threats / barriers




AC 2.2 Use a recognised model of coaching during the coaching process which support the individual(s) to achieve their goals 
AC 2.3 Demonstrate the knowledge, skills and behaviours of an effective and ethical coach, including communication techniques of questioning and listening
AC 2.4 Record an auditable coaching process from initial contact to completion
For completion by the coach when carrying out their coaching sessions with an individual. This page will require photocopying and completion for each coaching session with an individual
Session no        		Date____________		Duration____________

	Review of client’s progress from last session (if applicable)
	

	Goal for today’s meeting
	

	Reality/current situation
	

	Options generated to achieve goal
	

	Chosen option & target date
	

	Willingness of client to complete action
	

	Feedback you gave to the client
	

	Feedback from coachee on the coaching session
	

	Date and venue of next session
	



[bookmark: _Toc524429325][bookmark: _Toc528673111]Reflective Log
AC 3.1 Reflect on each session and identify key learning to support continuous professional development
(This Reflective Log document covers 2 sessions and will require photocopying and completion, as required)
	
	Session date_________________
	Session date_________________

		How well did you use questioning in the session?  Please give examples
	
	

	How well did you use listening in the session?  Please give examples
	
	

	What was the impact of the feedback given to the client at this session?
	
	

	What feedback did you receive from the client?
	
	

	How could you improve your coaching for the next session?
	
	




[bookmark: _Toc524429326][bookmark: _Toc528673112]Continuous Professional Development (CPD) Plan 
The completion of this Continuous Professional Development (CPD) Plan can be used as evidence for unit 303 (Reflecting on Coaching Skills within an Organisational Context)
Unit 303 AC 2.1 Produce a relevant development plan covering a minimum of 6 months, including timescales and measures of success
Detail below how you plan to develop yourself over the next six months
	[bookmark: _Toc524429327]Area for Development
	How will I do it?
	What support will I need, including resources
	When will I do it?
	What will success look like?
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To the coachee - please complete the following at the end of your coaching sessions to enable your coach to develop their skills and review the effectiveness of the coaching programme.
AC 3.2 Gather on-going feedback on effectiveness of their coaching for each session and show evidence of this 
	Key coach attributes
	Please rate your coach

	Builds rapport
	poor
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	excellent

	Is non-judgemental
	poor
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	excellent

	Shows listening skills
	poor
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	excellent

	Uses questioning skills to help me self-reflect
	poor
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	excellent

	Has a structured  approach to sessions
	poor
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	excellent

	Is friendly
	poor
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	excellent

	Helps me set my goals
	poor
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	excellent

	Shows empathy
	poor
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	excellent

	Shows respect
	poor
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	excellent

	Is supportive
	poor
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	excellent

	Maintains confidentiality
	poor
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	excellent

	Has patience
	poor
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	excellent

	Gives feedback when appropriate
	poor
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	excellent

	Accepts feedback
	poor
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	excellent

	Helps me achieve my goals
	poor
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	excellent

	Please describe your overall experience of coaching with your coach and to what extent you achieved your goals

	If you have given any low scores, please suggest how your coach could improve?
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Unit 301 - AC 3.4 Summarise the outcomes of on-going supervision for a minimum of 1 session of effective coaching to improve practice
Unit 302 - AC 3.4 Summarise the outcomes of on-going supervision for a minimum of 2 sessions of effective coaching to improve practice
Name of Supervisor ___________________________
	Summarise below the outcomes of a supervision session with your tutor

	What will you do now to improve your coaching practice?




[bookmark: _Toc524429329][bookmark: _Toc528673115]Feedback on the Learner’s Coaching - Units 301/302
Unit 301 - AC 3.4 Summarise the outcomes of on-going supervision for a minimum of 1 session of effective coaching to improve practice
Unit 302 - AC 3.4 Summarise the outcomes of on-going supervision for a minimum of 2 sessions of effective coaching to improve practice
The supervisor/tutor should observe the coach in practice and provide feedback. Where this is not possible, a recording can be used of the coaching or coaching session. It is an opportunity for the coach to receive feedback from an experienced practitioner.
	Name of coach
	

	Observation/Recording
	

	Name of supervisor/tutor
	

	Date
	



	Skills and knowledge observed
	Comment on the coaching practice observed

	Building a rapport
	

	Following a process
	

	Listening
	

	Questioning
	

	Giving feedback
	

	Asking for feedback
	

	Other
	

	Areas for development
	




