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	Form 2.1 – Coaching Preparation Form

	Coach’s name:

	Coaching purpose and scope

	Who will you be coaching?


	What are the objectives of the coaching? (i.e., what does the learner need to be able to do by the end of the coaching?)


	What are the key things that the coaching needs to cover?


	What tools or equipment will be needed?


	What is the expected duration of the coaching relationship?


	How frequently do you expect to meet with the learner for coaching sessions and for how long?


	Where will the coaching take place?


	Background information about the learner

	What is the learner’s job role?


	Has the learner received any previous training in relation to the subject being coached? 


	Does the learner have any language, literacy or numeracy support needs?


	Does the learner have any other needs which need to be taken into account?


	Organisational documentation

	What technical procedures / supporting documentation relates to the activity being coached?


	☐	Tick to confirm that you have accessed, read and understood the technical procedures / supporting documentation

	What training materials (e.g., manual, handouts, workbook, procedures, PowerPoint presentation, etc) are available / needed to support the coaching?


	☐	Tick to confirm that you have accessed, read and understood the training materials

	What policies / procedures does the organisation have that are relevant to workplace coaching?


	☐	Tick to confirm that you have accessed, read and understood the organisation’s workplace coaching policies and procedures

	What records need to be kept of the coaching? 


	☐	Tick to confirm that you have accessed any required coaching record forms

	Readiness for coaching
Please meet with an appropriate support person from your organisation (e.g., a manager or training department representative) to confirm that you are ready to provide the coaching.

	Who did you meet with to discuss and confirm the coaching requirements?

	Name:
	Role:

	Phone number:
	Email address:

	Tick to confirm that you have discussed and understand the following:

	☐	Purpose and scope of the coaching

	☐	Learner needs and characteristics

	☐	Equipment needed

	☐	Learning resources / materials to be used

	☐	Organisation’s policies, procedures and forms relevant to workplace coaching

	☐	Organisation’s record keeping requirements for workplace coaching

	Support person declaration
I confirm that I have met with the coach and discussed the points listed above.  I confirm that the coach is well prepared to provide the coaching.

	Support person signature:
	Date:

	Note for support person
Thank you for assisting the coach to prepare to provide coaching.  
We also ask that you spend some time observing the coach while they are coaching their learner.  Please provide them with feedback and encouragement, then, when the coaching is complete, please provide the information requested on Form 2.8. 
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	Form 2.2 – Coaching plan and record form

	Instructions
This form only needs to be used if your organisation does not have a suitable training plan / coaching plan.  Feel free to adapt the form to suit your needs.  If necessary, you are permitted to seek assistance from others in your organisation to develop the plan.

	Name of coach:
	

	Name of learner:
	

	Coaching objectives
Short description of what the learner needs to be able to do by the end of the coaching



	Scope of coaching
List below the topics and content of the coaching, if possible, in the sequence in which they are to be delivered.  It is up to the coach to decide how to deliver the content to best meet the needs of the learner and to ensure the learner has been given adequate practice opportunities.  
The ‘time needed’ column may be used to estimate how long will be needed to cover the relevant content and provide practice opportunities, etc.  The actual time taken may be more or less than this, depending on a range of factors including the capability and previous experience of the learner.
The coach should only sign off the ‘date completed’ column when both the coach and the learner are comfortable that the learner has mastered each listed content / skill.

	Topic
	Content / Skills to be covered
	Time needed
	Date completed

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Topic
	Content / Skills to be covered
	Time needed
	Date completed

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Coach’s comments





	Learner’s declaration
I confirm that I am satisfied that I understand the content and can confidently and safely perform the skills covered in this coaching plan.  I am ready to perform the work covered by this plan.

	Learner’s signature:
	
	Date:
	

	Coach’s declaration
I confirm that all aspects of this coaching plan are complete and that the learner is ready to perform the work covered by this plan.

	Coach’s signature:
	
	Date:
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	Form 2.3 – Record of initial meeting

	Name of coach:
	

	Name of learner:
	

	Date of meeting:
	

	Instructions

	Discuss each of the areas listed below with your learner and make brief notes in the space provided.

	Meeting agenda

	☐	 Get to know your learner   (for example: tell them a bit about your experience and find out about theirs)
☐	 Discuss the coaching objective(s) with the learner
☐	 Discuss the learner’s previous background and experience relevant to the coaching
	Note any relevant background / experience in the space below


☐	 Discuss any relevant training completed by the learner prior to coaching (if applicable)
☐	 Ask the learner for feedback about the training completed
☐ Does the learner have any concerns about what they have learned so far? (any areas where further training is required)
Note any relevant information in the space below


☐	 Discuss how the learner prefers to learn

	
	☐ 	Watching others demonstrating first (Visual learner)
☐ 	Listening to instructions and discussions (Auditory learner)
	☐ 	Hands on – having a go themselves (Kinaesthetic learner)
☐ 	Other

	☐	 Discuss the learning plan with the learner, including:
☐ 	The topics and content in the learning plan
☐ 	How you will monitor their progress
☐ 	The expected duration of the training / coaching
☐ 	What happens at the end of the allocated training / coaching time
☐ 	What happens if the learner does not complete all of the items in the plan

	☐	Advise the learner about any assessments to be administered during the coaching (if applicable)
☐	Set a date to formally review the learner’s progress  ______/________/______  (insert date)
☐	Check that learner is ready to proceed with the coaching
Note any other items discussed








	☐ 	Ground rules (What behaviour is expected of the learner and trainer during the training?)

	Learner 
☐ 	Be on time
☐ 	Follow instructions
☐ 	Wear correct PPE
☐ 	Let the trainer know if unsure of anything
☐ 	Be respectful to the trainer
	Trainer
☐ 	Be on time
☐ 	Support the learner
☐ 	Be respectful to the learner
☐ 	Discuss any concerns issues with the learner
☐ 	Provide regular feedback

	Note any other ground rules discussed






	Coach and learner to sign below to confirm that this meeting occurred and that the items listed above were discussed.

	Coach’s signature:
	
	Learner’s signature:
	








	Form 2.4 – Record of review meeting

	Name of coach:
	

	Name of learner:
	

	Date of meeting:
	

	Instructions

	Discuss each of the areas listed below with your learner and make brief notes in the space provided. 

	Review what the learner has achieved so far

	Refer to the coaching plan / learning plan and identify which areas the learner has successfully completed. 

	Seek feedback from the learner on how they feel they are going

	· How does the learner feel they are progressing? 
· Where do they feel that they have they done particularly well?
· What areas do they feel they need to work on the most?


	Provide feedback to the learner

	· Trainer’s comments on how the learner is progressing.
· Where have they done particularly well?
· What areas do they need to work on?



	Seek feedback from the learner on the training delivery so far

	· Are they happy with how the training is being delivered?
· Are there any areas that they feel the trainer could do things differently to meet the learner’s needs or learning style preferences?


	Discuss what can be done to address any issues / concerns 

	If any issues or concerns have been raised by the learner or the trainer, discuss what can be done to address them.  For example:
· Can the trainer change anything about how they are delivering the training?
· Can the trainer provide additional support?  
· Is additional time able to be provided?  
· Is there someone else who could assist?
· Is there something that the learner could do differently?












	Coach and learner to sign below to confirm that this meeting occurred and that the items listed above were discussed.

	Coach’s signature:
	
	Learner’s signature:
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	Form 2.5 – Record of close-out meeting

	Name of coach:
	

	Name of learner:
	

	Date of meeting:
	

	Instructions

	Discuss each of the areas listed below and make notes in the space provided.

	Meeting agenda

	☐	Discuss what the learner has achieved
☐	Confirm that all of the required training / coaching activities have been successfully completed and all of the necessary content / skills have been covered
☐	Check whether the learner has any outstanding issues that they would like to discuss
☐	Provide the learner with final feedback about their performance
☐	Confirm that the coaching is complete and, where relevant, that the learner feels ready to move onto the next stage (e.g., if the coaching is to be followed by an assessment, does the learner feel ready for this?)
☐	Ensure all training records / paperwork have been completed
☐	Give coaching evaluation form to learner to complete
☐	Thank the learner for their participation in the training / coaching

	Notes

	If the learner has disclosed any outstanding issues that are unable to be resolved and / or does not feel ready to move onto the next stage, please provide explanatory notes below.







	Coach and learner to sign below to confirm that this meeting occurred and that the items listed above were discussed.

	Coach’s signature:
	
	Learner’s signature:
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	Form 2.6 – Coaching evaluation form

	Name of coach:
	

	Name of learner:
	

	Instructions for the learner:
Please use this form to provide feedback on the quality of training provided to you by your coach.  Please be honest in your feedback, as your coach will use this information to reflect upon and improve their performance.

	Please respond to each of the following statements by placing a tick in the appropriate box
	1 = Strongly agree, 2 = Agree, 3 = Neutral, 
4 = Disagree, 5 = Strongly Disagree, 
N/A = Not applicable

	
	Excellent	Poor
	

	
	1
	2
	3
	4
	5
	N/A

	Clearly explained the purpose of the learning and the objectives to be achieved
	
	
	
	
	
	

	Ensured that there were no risks to my health and safety
	
	
	
	
	
	

	Was supportive and encouraging
	
	
	
	
	
	

	Communicated clearly and effectively using language I could understand
	
	
	
	
	
	

	Provided clear explanations and demonstrations
	
	
	
	
	
	

	Listened to me and understood what I was saying
	
	
	
	
	
	

	Asked questions to check my understanding
	
	
	
	
	
	

	Encouraged me to ask questions and gave me opportunities to do so
	
	
	
	
	
	

	Gave me constructive feedback
	
	
	
	
	
	

	Showed respect for my background and expertise
	
	
	
	
	
	

	Monitored my progress throughout
	
	
	
	
	
	

	Identified when I was having difficulties and responded appropriately
	
	
	
	
	
	

	Gave me enough opportunities to practise new skills
	
	
	
	
	
	

	What did your coach do particularly well?

	What (if anything) could your coach have done differently to make the training more effective?



	Learner signature:
	
	Date:
	



	Form 2.7 – Coaching self-review form

	Name of coach:
	

	Name of learner:
	

	Instructions

	This tool is designed to gather evidence of your ability to critically review and evaluate the coaching that you have provided.  Your responses must provide evidence of serious self-evaluation and reflection.  Make sure you take into account any feedback you received from the learner. 

	Comment on whether the objectives / outcomes of the coaching were achieved and how you were able to judge this.

	

	Comment on the coaching provided.  What worked really well? 

	

	What could have been done better?  Include your thoughts on how to do it better next time.
You must identify at least one thing that could have been improved to make your coaching more effective.  This could relate to your preparation for the coaching, the structure of the coaching, the content covered, the support provided, time allocated, resources used, your coaching skills, etc.

	

	Comment on the coaching relationship.  What could you have done to improve how you related to and supported the learner?
You must identify at least one thing that could have made the coaching relationship more effective.  This could relate to your communication skills (e.g., listening, explaining, providing feedback), the time taken to get to know the learner, etc.

	



	Form 2.8 – Manager observation and verification form

	Coach:	

	Learner:	

	Instructions for the coach’s manager / training manager
This form will contribute to a portfolio of evidence that the coach, whose name is shown above, is putting together to demonstrate their ability to effectively coach others in the workplace.
As the coach’s manager or the training manager, we request that you:
a. Observe the coach for some of the time they are coaching the learner; and
b. Provide the information requested below to help us authenticate the other evidence that the coach has provided to us.
Should you have any concerns about completing this form or wish for further information, please contact Col Joy Training Services on 07 4942 6311 or email col@coljoytraining.com.au.
Please note that a Training Services Australia assessor may contact you should we require additional information to assist in making our assessment decision.

	Your name:
	

	Your position:
	

	Organisation:
	

	Your phone no:
	
	Your email address:
	

	Work relationship to the coach:
	

	Approximate length of time you have worked with the coach:
	

	Questions

	Can you verify that the person whose name is stated above as the ‘coach’ conducted a coaching relationship with the ‘learner’ whose name is listed above?
	☐	Yes	☐	No

	What was the purpose / subject of the coaching?



	What was the approximate duration of the coaching relationship?



	Approximately how many meetings were held between the coach and learner over this time?



	Please confirm whether the coach:
	

	· Provided clear explanations and demonstrations to the learner
	☐	Yes	☐	No

	· Gave the learner opportunities to practise skills and / or apply knowledge
	☐	Yes	☐	No

	· Encouraged the learner to ask questions and gave them opportunities to do so
	☐	Yes	☐	No

	· Helped build the learner’s confidence
	☐	Yes	☐	No

	· Monitored the learner’s performance and provided feedback and support
	☐	Yes	☐	No

	Please comment on the effectiveness / success of the coaching that was given.  
In answering this question you may wish to consult the person being coached.








	Did the coach maintain records of the learner’s progress throughout the coaching, in accordance with the organisation’s requirements?
	☐	Yes	☐	No

	Did the coach accurately complete / finalise all of the necessary coaching records and lodge them in accordance with the organisation’s requirements?
	☐	Yes	☐	No

	Manager’s signature:
	
	Date:
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	Form 3.1 – General principles of learning

	The following table lists the general principles of learning that were discussed during the course (refer Section 2 of your Learner’s Guide).  Provide examples / explanations of how you applied each of these principles for the coaching you provided in the workplace.
You may wish to refer back to your Learner’s Guide to check the definition of each principle before answering this question.

	Principle
	Example / explanation of how I applied this principle in my coaching sessions

	a. Active involvement
	

	b. Meaningful material
	

	c. Multiple sense learning
	

	d. Primacy and recency
	

	e. Practice and reinforcement of learning
	

	f. Feedback
	

	g. Reward
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	Form 3.2 – Questions about the coaching you provided in the workplace

	Complete the following questions relating to the training you delivered for Assessment Task 2.

	(a) How did you monitor the progress of your learner throughout the coaching relationship?


	(b) How did you record the progress of your learner throughout the coaching relationship?


	(c) How did you sequence the learning so that the learner could build their knowledge and skills?


	(d) What did you do to help build the learner’s confidence?


	(e) Provide at least 2 examples of cues you were looking for which might have indicated that your learner was dissatisfied or was having difficulties with the learning.  How did you respond / how would you have responded if you observed these cues?

	#
	Cue
	How did you respond / how would you have responded?

	1
	
	

	2
	
	



