[bookmark: _Toc90635625][bookmark: _Toc495057145]AC1.1 Coaching or Mentoring Diary – Units 501/502
This diary will help you to plan, structure, agree the diagnostics and contract as well as recording the coaching or mentoring sessions.
The diary will provide evidence for the achievement of this unit, along with the reflective log sheet, feedback sheet and record of tutorial/supervision discussion.  (Please make a copy of the template for each individual as required)

Remember that the coaching and mentoring is totally confidential and you shouldn’t refer to the client by name for the purposes of assessment. 

	Name of Coach/Mentor
	

	Client Ref/ID
	

	Start Date of Activity
	

	Total number of hours completed
	

	Upon completion of the mentoring activity:

	Signature of Coach/Mentor	 
	
	Date
	

	Signature of Client
	
	Date
	


(for confirmation that the activity took place – client signature can be anonymised prior to submission)

Unit 501 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

	Brief profile of the client

	




	What are the anticipated benefits of coaching/mentoring 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 Identify individual developmental needs in the coaching or mentoring programme and agree overall goals prior to contracting

	Client’s development needs and SMART goals:

	

	SMART goals of the client’s stakeholders 

	





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

	Client ref/ID
	

	Name of diagnostic used
	



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 1.3 Agree and establish a coaching or mentoring contract which meets individual(s) and stakeholder requirements  
Some essential information is provided below. Please add to and adapt as appropriate to meet your own and your clients’ needs and to make it relevant to your organisation 
The Coaching/Mentoring Contract

In signing this agreement, all 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 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/ Mentor
	
	Date
	

	Signature of Client
	
	Date
	

	Signature of Stakeholder
	
	Date
	


(client signature can be anonymised prior to submission)

	Client Ref/ID
	





Unit 501 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

Log of Coaching/Mentoring Hours
For completion by the coach/mentor when carrying out their sessions with an individual. 

	Client ref/ID
	



	Session no
	Date
	Duration

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	




AC 2.2 Maintain effective records of coaching or mentoring activity to include goals, progress against goals, summary discussion and outcomes
This page will require photocopying and completion for each session with an individual

Coaching/ Mentoring Record

	Client Ref/ID                                                                                       
	
	Session No.
	

	Date of Session                                                                                      
	
	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 client on the coaching/mentoring session
	

	Date and venue of next session
	


	
	
	





[bookmark: _Toc90635626]Reflective Log – Units 501/502
AC2.4 Maintain evidence of ongoing reflection on the coaching or mentoring sessions
AC3.1 Reflect on each session and identify key learning to support continuous professional development
AC3.2 Justify the tools and techniques used during the coaching or mentoring 
Unit 501 AC3.3 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

This reflective log will help you to review your coaching or mentoring after each session with your client. 

Use this reflective log alongside the diary, so that you can reflect on your skills, knowledge and behaviours, as you progress through the sessions. 

The final step is to use these reflections and the feedback you have received to make a summative assessment of your overall ability in order to meet:

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

This reflective log, your diary, feedback from the client and supervision record will also support your overall reflection for Unit 503 if fully completed, but please refer to the assessment criteria for the whole unit.




	Name of Coach/Mentor 
	
	Client ref/ID
	
	Date    
	




	Area for reflection
	Reflect on each session to review your coaching or mentoring. 
Use any feedback from the client and supervisor/tutor received. 
Give specific examples where possible.

	Overall, how did the session go?
	

	What coaching or mentoring model or tools did I use? 
Justify your use of these.
	

	How well did I listen?
	

	How was my questioning technique?
(give examples of questions used and impact of those)
	

	Feedback received from client and/or supervisor
	

	Was I ethical, and non-judgemental?
	

	How well did I give feedback?
	

	Based on my reflection and feedback received, what do I need to improve for the next session and how do I assess my ability overall?
	



[bookmark: _Toc90635627]Feedback to coach or mentor from individual being coached/mentored - Units 501/502
Unit 501 and 502 AC2.3 Maintain evidence of feedback from supervisor and ongoing feedback from clients
Unit 501 AC3.3 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
Unit 502 AC3.3 Use ongoing feedback on effectiveness of own coaching or mentoring for each session and show evidence of this, including evidence of a minimum of 3 hours of supervision feedback

To the coachee/mentee - please complete the following review of your coaching/mentoring sessions to enable your coach/mentor to develop their skills and evaluate the effectiveness of the coaching/mentoring programme.

	Name of Coach/Mentor 
	
	Client ref/ID
	
	Date    
	



	Key coach/mentor attributes
	Please rate your coach/mentor
1= doesn’t do it at all   10 = does it very well

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

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

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

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

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

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

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

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

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

	Is motivating
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

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

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

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

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

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

	Challenges appropriately
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

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

	Please describe your overall experience of coaching or mentoring with your coach or mentor and to what extent were your goals achieved:
	

	If you have given any low scores, please suggest how could your coach/mentor improve?
	




[bookmark: _Toc90635628]Feedback on coaching or mentoring from supervisor/tutor - Units 501/502
Unit 501 and 502 AC 2.3 Maintain evidence of feedback from supervisor and ongoing feedback from clients
Unit 501 AC3.3 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
Unit 502 AC3.3 Use ongoing feedback on effectiveness of own coaching or mentoring for each session and show evidence of this, including evidence of a minimum of 3 hours of supervision feedback

The supervisor should observe the coach or mentor in practice and provide real-time feedback at least once. Where this is not possible, a recording can be used of the coaching or mentoring session. It is an opportunity for the coach or mentor to receive feedback from an experienced practitioner.

	Name of coach/mentor
	

	Observation/Recording
	

	Length of session observed
	

	Name of supervisor/tutor
	

	Date
	



	Skills and knowledge observed
	Comment on the mentoring practice observed

	Building a rapport
	

	Contracting
	

	Following a process
	

	Listening
	

	Questioning
	

	Challenging
	

	Giving feedback
	

	Asking for feedback
	

	Other
	

	Areas for development
	




[bookmark: _Toc90635629][bookmark: _Toc524964908]Unit 503 Reviewing Own Ability as a Coach or Mentor within an Organisational Context.
The following pages will support learners to meet the requirements of Unit 503.

Unit 503 AC 2.1 Produce an in-depth SWOT analysis for their role as a coach or mentor 

	Name of Coach/Mentor    
	
	Date    
	




	Your strengths as a coach or mentor
	Areas for your development as a coach or mentor

	Opportunities for you as a coach or mentor
	Threats or barriers to you as a coach or mentor





Unit 503: AC2.2 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 

	Name of Coach/Mentor    
	
	Date    
	




	Area for Development
	Benefits to me as a coach or mentor
	What actions I will take to achieve my goal
	What support will I need, including resources
	When will I do it?
	How success will be measured

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	





Unit 503 AC2.3 Explain how they will monitor and evaluate their own ongoing Continuing Professional Development (CPD) in relation to coaching or mentoring

	How will you monitor and evaluate your own Continuing Professional Development in relation to Coaching or Mentoring? 

	



