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TASK

The purpose of this unit is to develop knowledge and understanding of coaching and training in the workplace.

In completing the task below you will need to be clear about the differences between training and coaching and when it is appropriate to use them. You will need to demonstrate your understanding of the basic principles of each and how they can be applied in the workplace.

NOTE:
You may want to relate your answers to an organisation that you work in. If you are not currently working within an organisation, then you may complete this task in relation to an organisation with which you are familiar. This could include experience working in a voluntary capacity.
[bookmark: OLE_LINK1]You should plan to spend approximately 11 hours researching your workplace context, preparing for and writing or presenting the outcomes of this assignment for assessment. The 'nominal' word count for this assignment is 1500 words: the suggested range is between 1000 and 2000 words.

Check your assignment carefully prior to submission using the assessment criteria.


	Please use the sub-headings shown below when structuring your Assignment
	Assessment Criteria

	Understand how to provide training appropriate to the workplace

This activity requires that you clarify a training need in your organisation and identify an opportunity to train members of your team or other individuals in the workplace you should:

· Explain how you would identify that a training need exists and what evidence this could be based on. Use an example to illustrate your answer. 
· Describe at least two training techniques or methods that are available to you, highlighting the one which you think would be the most appropriate in the situation identified.
· Explain what is meant by the term ‘learning styles’ and how your knowledge of this would help you when deciding what training method(s) to use.
· Describe how you would evaluate the training provided.
· Describe the type of training records normally held in the workplace and how these should be maintained.

	
· Explain how to identify the training needs for individuals in the workplace (16 marks)
· Describe training techniques appropriate to the workplace (12 marks)
· Explain how knowledge of different learning styles can assist when training individuals in the workplace (12 marks)
· Describe a method of evaluating the effectiveness of training (8 marks)
· Describe how to maintain training records in the workplace (4 marks)


	Understand how to coach an individual in the organisation

This activity requires that you clarify a coaching opportunity in your organisation. You should:

· Explain how you would identify that a coaching opportunity exists to support the development of an individual, and why coaching is the best approach. Use an example to illustrate your answer.
· Explain how you would plan coaching for the individual. A technique such as the GROW model could be used.
· Explain importance of feedback in coaching.
· Describe one method you could use to evaluate the effectiveness of the coaching.

	
· Explain how to identify the coaching needs for individuals in the workplace (16 marks)
· Explain how to plan the coaching for an individual in the workplace (16 marks)
· Explain the importance of feedback in coaching (8 marks)
· Describe a method of evaluating the effectiveness of coaching in the workplace (8 marks)
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