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	TASK

New employees need to be properly inducted into the organisation if they are to be able to work safely and effectively, as soon as possible after they start. What’s more, existing employees as well as new ones will benefit from coaching in the workplace to improve their skills and learn how to perform new tasks. This assignment task asks you to look at induction in your workplace and develop an induction plan that can be used to induct new members into the team and also coach existing team members to improve performance.

If you had a new team member starting and were responsible for ensuring that the induction was effective, you would need to ensure that he or she understood why the induction process existed, how it operated and what support was available for someone just starting with the organisation. Looking at your own organisation and thinking about how you would introduce a new team member to its induction process, consider:

· the benefits to the person and the organisation of the induction procedure;
· what the procedure is for induction; and
· examples of the support that is available to new employees.

You may also have to coach a new employee to enable him or her to perform different tasks with confidence. 

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.
You should plan to spend approximately 6 hours preparing for and writing or presenting the outcomes of this assignment for assessment. The 'nominal' word count for this assignment is 1000 words: the suggested range is between 800 and 1500 words.

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


	
	Assessment Criteria

	
Understand how to integrate new   members in the team

Your assignment task should cover these criteria

	Describe the benefits of induction
20 marks

Outline the organisation’s procedure for induction
12 marks

Outline ways that new members in the organisation could be supported
12 marks






	Know how to coach individuals in the team

Your assignment task should cover these criteria

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

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

Explain the importance of constructive feedback in the coaching relationship
20 marks
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Awarded by City & Guilds
Assignment – Induction and coaching in the workplace
Version 1.0 (February 2016)			2
image1.png
ilm




