Record Portfolio of Evidence
[bookmark: _Toc528665495]Portfolio of evidence matrix (501,503)
This completed matrix must be included in your portfolio of evidence for Unit 501/502 

Name of learner___________________________

Signature_________________________________             Date completed_________________

	Unit 501
Undertaking Effective Coaching or Mentoring within an Organisational Context
	Portfolio Evidence Title
	Reference Number

	Section One

	AC 1.1 
Plan and prepare to deliver a coaching or mentoring programme to support a minimum of 2 and a maximum of 3 individuals over 18 hours
	Coaching Diary 
	

	AC 1.2 
Identify individual developmental needs in the coaching or mentoring programme and agree overall goals prior to contracting
	Coaching Diary
	

	AC 1.3 
Agree and establish a coaching or mentoring contract which meets individual(s) and stakeholder requirements
	Example contract 
	

	Section Two

	AC 2.1 
Complete a minimum of 18 hours of effective formal coaching or mentoring with a minimum of 2 and a maximum of 3 individuals
	Coaching Diary 
	

	AC 2.2 
Maintain effective records of coaching or mentoring activity to include goals, progress against goals, summary discussion and outcomes
	Coaching Diary
	

	AC 2.3 
Maintain evidence of feedback from supervisor and ongoing feedback from clients
	Coaching Dairy Feedback section 
Feedback template
	

	AC 2.4 
Maintain evidence of ongoing reflection on the coaching or mentoring sessions
	Coaching Diary Reflective section 
	

	Section Three

	AC 3.1 
Reflect on each session and identify key learning to support continuous professional development
	Coaching Diary Reflective section
Personal development plan 
SWOT Analysis 
	

	AC 3.2 
Justify the tools and techniques used during the coaching or mentoring
	Coaching Diary Tools section
	

	AC 3.3 
Use ongoing feedback on effectiveness of own coaching or mentoring for each session and show evidence of this, including evidence of 1 hour of supervision feedback
	Signed sheet for Supervision 
[bookmark: _GoBack]Feedback from Coachees
Application of feedback in Development plan 
And reflective section  
SWOT analysis 
	

	AC 3.4 Assess and evidence own ability to use effective communication techniques including questioning, listening and giving feedback in order to facilitate coaching or mentoring practice
	Coaching diary Reflective section 
	

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


















[bookmark: _Toc528665506]Reflective Journal evidence matrix
This completed matrix must be included in your reflective journal.	

Name of learner___________________________

Signature_________________________________             Date completed_________________

	Unit 503
Reviewing Own Ability as a Coach or Mentor within an Organisational Context
	Reflective Journal Evidence Title
	Reference Number

	Section One

	AC 1.1 
Evaluate the benefits that have been realised as a result of the coaching or mentoring undertaken
	
	

	AC 1.2 
Reflect on their overall learning and development as a coach or mentor including communication techniques of  questioning, listening and giving feedback
	
	

	AC1.3 
Conduct a comprehensive evidenced based assessment of their own ability as an effective coach or mentor
	
	

	Section Two

	AC 2.1 
Produce an in-depth SWOT analysis for their role as a coach or mentor
	
	

	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
	
	

	AC2.3 
Explain how they will monitor and evaluate own ongoing Continuing Professional Development (CPD) in relation to coaching or mentoring
	
	

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




