
 
 
 
 
 
 
 
Qualification Handbook 
 
Level 3 Award Introduction To Workplace 
Coaching and Mentoring 
 

 
 
 
 

QN: 603/0261/6 

 



2 

 

The Qualification 

 

Overall Objective for the Qualifications 

 

This handbook relates to the following qualification: 

 

  Level 3 Award Introduction To Workplace Coaching and Mentoring 

 

This qualification provides the standards that must be achieved by individuals undertaking 

coaching and mentoring within the workplace.  

 

Pre-entry Requirements 

 

No pre-entry requirements 

 
Unit Content and Rules of Combination 
 

This qualification is made up of a total of  2 mandatory units.  To be awarded this 

qualification the candidate must achieve a total of 6 credits as shown in the table below. 

 

  Mandatory Units 

 

Unit 

Reference 

Number 

Unit Title GLH TQT Level Credit 

Value 

Y/615/1066 Apply workplace coaching knowledge 
 

15 
 

30 3 3 

 
H/615/1068 

 

 
Apply workplace mentoring knowledge 

 
15 

 
30 3 3 

 
Age Restriction 
 
This qualification is available to learners aged 18 years and over. 
 
Opportunities for Progression 
 
This qualification creates a number of opportunities for progression within the coaching and 

mentoring environment. 

 

Exemption 
 
No exemptions have been identified. 
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Qualification Units 
 
URN: Y/615/1066  

Title:  Apply Workplace Coaching Knowledge 

Level: 3 

Credit value: 3 

GLH 15 

TQT 30 

Learning outcomes 
 
The learner will: 

Assessment criteria 
 

The learner can: 

 

1. Outline resources 
required to support 
safe and effective 
coaching in the 
workplace 

1.1 Summarise the learning resources, information, equipment, 
materials and facilities to support safe and effective workplace 
coaching 

1.2 Identify the services readily available to support learners and 
workplace coaches 

2. Explain how to 
monitor, assess and 
record learners’ 
progress towards 
their goals 

2.1 Outline how to monitor learners’ progress and assess their 
achievements of their learning objectives 

2.2 Explain how to maintain records of coaching sessions 

3. Describe the 
workplace coach’s 
role, responsibilities, 
characteristics and 
behaviors 

3.1  Explain the role, responsibilities and characteristics of the 
workplace coach 

3.2  Describe the range of appropriate behaviors for a coach to use to 
demonstrate respect for learner’s views and attitudes 

3.3 Discuss how to avoid abusing the relationship between coach and 
client 
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4. Describe the 
importance of 
assessing learning 
styles, of agreeing 
learning outcomes 
and overcoming 
potential barriers to 
ensure that 
workplace coaching 
is effective 

4.1  Define how appropriately assessment tools can be used to identify 
a person’s learning needs and learning styles or preferences 

4.2  Outline the importance of agreeing appropriate learning outcomes 
for the client 

4.3  Outline the potential barriers to achieving the planned outcomes 
and explain suitable strategies to overcome these barriers 

4.4  Determine the different communication strategies to provide 
effective feedback to learners on their performance whilst being 
coached in the workplace 

Additional information about the unit 

Unit purpose and aim(s) This unit is about monitoring the procedures for 
administrative support within the organisation. 
Supervising staff and personnel duties and being 
able to monitor customer service skills effectively  

Unit expiry date 31 August 2021 

Assessment requirements specified by a 
sector or regulatory body (if appropriate) 

Assessed must be conducted in the workplace, in 
a training environment.  Simulation is not 
permitted for this unit 

Name of the organisation submitting the 
unit 

Defence Awarding Organisation 

Availability for use Restricted 
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URN: H/615/1068 

Title: Apply Workplace Mentoring Knowledge 

Level: 3 

Credit value: 3 

GLH 15 

TQT 30 

Learning outcomes 
 
The learner will: 

Assessment criteria 
 

The learner can: 

 

1. Describe the role, 
responsibilities, 
characteristics and 
behaviors of a 
workplace mentor 
and mentee 

1.1 Explain the role, responsibilities and characteristics of the 
workplace mentor 

1.2 Explain development goals that can be met through mentoring 
1.3 Explain the role of the mentee 

2. Identify the key 
concepts, principles 
and practices of 
mentoring, and 
distinguish the 
similarities and 
differences between 
mentoring and 
coaching 

2.1 Describe the key concepts, principles and practices of mentoring 
2.2 Explain the similarities and differences between coaching and 

mentoring 

3. Coordinate 
workplace mentoring 
sessions 

3.1 Distinguish the objectives of the mentoring programme overall 
3.2 Establish a mentoring contract and agree the boundaries 
3.3 Select a safe environment to undertake mentoring 

4. Carry out 
mentoring in the 
workplace 

4.1 Undertake mentoring in the workplace for a specified time 
4.2 Record summaries of mentoring activity and outcomes 

5. Monitor, assess 
and record learners’ 
progress towards 
their own 
development and 

5.1 Describe how to monitor and assess learners’ progress towards 
achieving their development goals 

5.2 Discuss the use an appropriate model to assess the impact 
mentoring has had on the learners’ performance 
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goals 

6. Analyse and 
review own 
workplace mentoring 
performance 

6.1 Select mentoring records, evaluate and critique mentoring 
performance with line manager, identifying areas for improvement 

6.2 Analyse own ability to use a variety of interpersonal communication 
strategies and ability to give effective feedback to mentees on their 
development 

Additional information about the unit 

Unit purpose and aim(s) This unit is about monitoring the procedures for 
administrative support within the organisation. 
Supervising staff and personnel duties and being 
able to monitor customer service skills effectively  

Unit expiry date 31 August 2021 

Assessment requirements specified by a 
sector or regulatory body (if appropriate) 

Assessed must be conducted in the workplace, in 
a training environment.  Simulation is not 
permitted for this unit 

Name of the organisation submitting the 
unit 

Defence Awarding Organisation 

Availability for use Restricted 

 

 


