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	INSTRUCTIONS FOR ASSESSMENT AND USE OF RESULT SHEET 
Assessment must be conducted with reference to the assessment criteria (AC). In order to pass the unit, every AC must be met.
Assessors will indicate with a ‘Pass’ or ‘Referral’ in the box (below right). In order to pass the unit every AC must receive a ‘Pass.’ 
Any AC awarded less than a pass produces an automatic referral for the submission.  
Sufficiency descriptors are provided as guidance. The descriptors are not comprehensive, and cannot be, as there are many ways in which a submission can exceed or fall short of the requirements.






	Assessment Criteria (AC)
	Sufficiency descriptors
(Typical standards that, if replicated across the whole submission, would produce a referral or borderline pass)
	Assessor feedback on AC
	Pass / Referral (delete as applicable)

	
	Referral
	Pass
	
	

	Learning Outcome 1 Be able to holistically review their ability to perform effectively as a coach or mentor within an organisational context

	AC 1.1 
Evaluate the benefits that have been realised as a result of the coaching or mentoring undertaken
	· The benefits that have been realised as a result of the coaching or mentoring undertaken have not been evaluated or the evaluation is incorrect, inappropriate or deficient
	· A sufficient, correct and appropriate evaluation of the benefits of coaching or mentoring has been provided 
· Conclusions are drawn from the evaluation which are valid in terms of the benefits of the coaching or mentoring undertaken
	
	Pass / Referral

	AC 1.2 
Reflect on their overall learning and development as a coach or mentor, including communication techniques of questioning, listening and giving feedback
	· No evidence is provided that reflection on overall learning as a coach or mentor has taken place
· Evidence of reflection does not include communication techniques, questioning, listening and giving feedback or the reflection undertaken is insufficient, incorrect or inappropriate
· Reflections on communication techniques are presented for questioning and/or listening and/or giving feedback but not all
	· Sufficient, correct and appropriate evidence provided that reflection on overall learning and development as a coach or mentor has taken place
· The reflection includes communication techniques, including questioning and  listening and giving feedback
	
	Pass / Referral

	AC1.3 
Conduct a comprehensive evidence based assessment of their own ability as an effective coach or mentor
	· Insufficient, incorrect or inappropriate evidence is provided of an evidenced based self-assessment of own ability as an effective coach or mentor
· The self -assessment is inappropriate or deficient
	· There is sufficient, correct and appropriate evidence provided of an evidenced based assessment of own ability as an effective coach or mentor 
· The evidence provided is wide-ranging in nature
	
	Pass / Referral

	Learning Outcome 1 comments (optional):
	

	Verification comments (optional):
	

	Learning Outcome 2 Be able to develop a plan for their future professional development in coaching or mentoring

	AC 2.1 
Produce an in-depth SWOT analysis for their role as a coach or mentor
	· Insufficient, incorrect or inappropriate evidence of an in-depth SWOT analysis is provided 
· A partial SWOT analysis is produced which does not address each quadrant
	· Sufficient, correct or appropriate evidence of an in-depth SWOT analysis for the role as a coach or mentor
· Each quadrant contains detailed self-analysis of own role as coach or mentor.
	
	Pass / Referral

	AC 2.2 
Produce a comprehensive personal development plan that covers a minimum duration of 12 months, detailing how this will support own development in coaching or mentoring
	· Insufficient, incorrect or inappropriate evidence or only partial evidence is provided of a personal development plan
· The plan covers less than 12 months duration
· How the plan will support own development in coaching or mentoring is unclear or incomplete
	· Sufficient, correct or appropriate evidence that a comprehensive personal development plan is provided
· The plan covers a minimum duration of 12 months
· How this will support own development in coaching or mentoring is made explicitly clear
	
	Pass / Referral

	AC 2.3
Explain how they will monitor and evaluate own ongoing Continuing Professional Development (CPD) in relation to coaching or mentoring
	· No explanation is provided on how they will monitor and evaluate own ongoing Continuous Professional Development (CPD) in relation to coaching or mentoring or the explanation is incorrect, inappropriate or deficient
	· An explanation is provided of how they will monitor and evaluate own ongoing Continuous Professional Development (CPD) in relation to coaching or mentoring
	
	Pass / Referral

	Learning Outcome 2 comments (optional):
	

	Verification comments (optional):
	

	Unit Outcome (delete as applicable): 
	PASS / REFERRAL
	Date:
	
	Signature of Assessor:
	

	Unit Outcome (delete as applicable):
	PASS / REFERRAL
	Date of QA check:
	
	Signature of QA:
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Purpose
A professional discussion is a planned, in-depth, two-way conversation between an assessor and a learner and provides a method of assessing performance, knowledge and understanding. It can be used to probe the level of competence of the learner so the assessor is certain that their actions are based on a firm understanding of principles which support practice. It can also be used to test the validity and reliability of a learner’s evidence and confirm authenticity where this is questionable. It can help a learner who finds written evidence difficult to produce or used to address any gaps in the learner’s product evidence. However, the process should be as robust in the use of the process and documentation as the undertaking of a written assessment. It enables the assessor to make a judgement of competence against the agreed ILM assessment criteria and is beneficial for some learners as an alternative method of assessment. 
A professional discussion is a planned event which is recorded. The recording can use a variety of techniques including auditable written notes, verbal recording, video, Skype, etc. to supplement the portfolio or reflective journal.  The discussion must be saved and included as part of the overall learner evidence. The evidence of professional discussion should be cross referenced to the assessment criteria showing when it has been has been used. 

Planning the discussion
Learners and assessors should plan for a professional discussion. It should be a structured process where a time and date are agreed in advance. Appropriate time must be allowed for the discussion to take place. 
The assessor needs to be clear about the required learning outcomes and assessment criteria and should agree with their learner a list of the questions that will be covered.  It is recommended that learners receive a written copy of the questions that the learner will be asked during the discussion and a copy of the result sheet.  Assessors should ensure that learners have a good understanding of the relevant standards and the assessment process.

Facilitating the discussion
The assessor should be skilled in putting the learner at ease and must be experienced in the interviewing process. Therefore, the assessor’s interpersonal skills are key in achieving positive results. The assessor’s role is to manage the process in order to allow their candidate to prove their knowledge and understanding in a supported environment but without the assessor constantly directing and leading the conversation.

As the beginning of the discussion, the assessor is likely to be doing most of the talking (ie recapping the reason for the discussion and agreeing how the main points of the discussion will be assessed and recorded). However as the discussion progresses, the learner should be doing most of the talking with the assessor ensuring the discussion remains focused and effective.  The assessor can ask questions to drill down into the learner’s knowledge with questions such as ‘can you give me an example in the workplace of that?’ or ‘can you give me the name of the model or the author you are referring to?’ or ‘what is the impact of poor emotional intelligence on staff’s performance?’  Every learner should be given equal opportunity to answer all questions. However, questions should not be leading as this would be inappropriate and would not be a fair assessment of the learner’s learning.  The discussion needs to be time managed by the assessor. 
Recording the discussion
When using this assessment method, the discussion becomes the evidence and it is how the discussion is managed, recorded and referenced that will make it valid, relevant and reliable. The discussion may take place face-to-face or remotely and arrangements for this should be agreed in advance which include live IQA for a sample.  
A record of the discussion should be produced to show how the points relate to the standards/evidence requirements. Whatever recording method is selected, the assessor needs to ensure that the evidence resulting from the discussion is clearly referenced to the appropriate standards/evidence requirements. This is important to enable effective verification and is a way of formalising the process.
If handwritten notes are taken by the assessor it is good practice for the learner to authenticate them and confirm them as a true record of the conversation. If audio is used, it is important that the learning outcomes/assessment criteria are mapped to the recording – ideally with the time when the criteria was addressed via the discussion. For example, 1m 55 secs AC 2.1, 2m 43 secs AC 3.1 and 3.2.
The learner’s evidence and the assessor’s decision about the evidence must be available to all those involved with quality assurance. There is not a need to transcribe recordings but mandatory annotated time counters on the result sheet will allow the Quality Assurance team to pinpoint material more easily during listening to the whole recording the assessment and verification process. 

Common mistakes when conducting a professional discussion
· Lack of preparation.
· No clear link between the discussion and relevant ILM assessment criteria.
· Lack of prior agreement between assessor and learner about the format/content.
· No specified time or dedicated space for the discussion.
· Not referencing the discussion correctly.
· Use of group discussion instead of required individual discussion.
· Ineffective questioning and discussion techniques, such as:
· Asking too many questions at once.
· Asking a question and then the assessor answering it themselves.
· Always asking the same kind of question.
· Not giving the learner time to think and answer.
· Asking difficult questions too early in the conversation.
· Leading the learner.
 


