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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	Please insert your completed assignment ( in word format)  here:
Q1

i-The four steps of coaching modules are a process for mentors to get good results from there mentees. They are not to be used as a ridged process but more of a guide. 

ii- The importance of feedback in coaching is essential to the development of the mentee. Feedback updates the mentee with his/her progress and further advice.

iii- Balanced feedback is a session designed in a sandwich approach where the mentee does not feel attacked by constant negative criticism but rather a formula that is positive, negative, positive, meaning the session begins and ends with positive statements. Constructive criticism is placed in the middle.

iv- The key characteristics of constructive feedback are: private feedback, use a balanced approach where praise and criticism can be used, look for good points to reinforce, use questions to prompt discussion on good progress, check the mentees understanding and make it clear that you are looking forward to the next stage.

Q2 
i-Ask the staff member why he thinks his behavior wasn’t wrong and then I would remind him/her of some of the good things they have done for the company, then with the use of the company HR manual I would explain why his behavior was wrong not to condemn him/her as ignorance may be the underlying factor. Then I would reinforce with a positive statement to end the matter.

ii-I would check the individuals understanding, then discuss the options we can take for further progress. I would schedule in further meetings using the coaching modle to guide the individual to change.

iii- I would start off by making some positive comments about the individuals performance. Then I would give the individual specific and documented feedback of where he/she has made errors. This would be using the sandwich formula always looking for good points to reinforce and praise.
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