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Course overview

The course begins with two workshops days, held at County Hall in Trowbridge Wiltshire on 1% and
29%November 2023. This wil/l | aunch the programme an

workshop day takes place at the same venue on Thursday 7" December.

Joining instructions will be sent to you nearer the time. The venue is within an easy 5 minute walk
of the train station and has plenty of free parking on site. The town centre is within walking distance
for lunch. There is also a Premier Inn within 5 minutes walking distance of the venue if you need to

stay over.

Before the workshops begin, you are welcome to email or speak with me on the phone. Do call me
if you have any questions. The pictures in this pack are from | as
you a taster of what to expect.

The workshop days are designed to support and develop your coaching skills and behaviours, with
many practical tools and techniques for you to take away and use in real work situations. This
course is suitable for complete beginners to coaching as well as those who wish to build

upon prior learning or experience.
The course fee is £1,995 plus VAT.

This course is being attended by a variety of people from a range of organisations, so a great
opportunity for networking and learning from others.

You will receive plenty of comprehensive workshop and learning materials to support you.

The following pages give you an overview of the programme. Please feel free to get in touch by
phone or email with your questions or to book your place.

Regards

Clowe AHads

Clare Smale
Inspired2learn

clare@inspired2learn.co.uk

www.inspired2learn.co.uk
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Course summary a quick overview

What you will learn

1
1
1
1
1

Different coaching models that you can use straight away

How to create the best state for coaching i in yourself and for others

Advanced communication and coaching techniques

How to run a formal coaching session from start to finish, including contracting and paperwork

How to use coaching informally and formally

What you will receive
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A course manual containing some of the simplest and best coaching tools

A-Z Coaching Handbook - an e-book by Clare Smale

Transform your Goals with VISION - an e-book by Clare Smale

The Step by Step Coaching Handbook - an e-book by Clare Smale

Clareds Coaching Cards

The tools and techniques to get started with coaching straight away

Real coaching experience on the course i no role play

More information about the coaching community and how it might support next steps

FREE student membership of the Association for Coaching (1 year)

On line subscription to Coaching at Work Magazine




Embarking on your coaching development and a qualification

Before the workshops begin, you are welcome to email or speak with me on the phone. Do call me
if you have any questions about the workshops or your ILM Level 5 qualification. You will be
working towards your ILM Level 5 Certificate in Effective Coaching & Mentoring, with the focus on
developing coaching skills and completing a minimum of 18 hours of management coaching. You
will receive a comprehensive induction to the qualification at the first workshops, plus plenty of

written support materials.

The workshop days are designed to support and develop your coaching skills and behaviours, with

many practical tools and technigues for you to take away and use in real work situations.

Much of the learning will take place between workshops, through private study that will be guided
by us. You will receive plenty of email and telephone support, plus comprehensive workshop and
learning materials to support you. This qualification is a commitment of approximately 300 learning
hours across the year. This is the equivalent of a day per week. Most of this will be self-managed,
with interim deadlines and workshop input from ourselves. You will also receive plenty of tutor

support.

The following pages give you an overview of the programme. Please feel free to get in touch by

phone or email with your questions (full contact details on the final page of this document).




How is the qualification structured?

All ILM qualifications are awarded by the City and Guilds of London Institute, founded in 1878 and
incorporated by Royal Charter. The ILM Level 5 Certificate in Effective Coaching and Mentoring is
registered on Ofqual 6s Re g uThare¢ aedhre@undslofistudyc at i on ¢

1 Unit 8588-500 - Understanding the Skills, Principles and Practice of Effective Coaching and
Mentoring within an Organisational Context

1 Unit 8588-501 - Undertaking Effective Coaching or Mentoring within an Organisational Context

1 Unit 8588-503 - Reviewing Own Ability as a Coach or Mentor within an Organisational Context

Plus
9 Three introductory training days i 18 hours
6 hours of coaching triads to practice tools and techniques in a safe space
A minimum of 25 hours of further training via live or recorded virtual workshops

2 hours of supervision

= =4 =4 =

12 hours with your tutor for one to one support and bookable as needed

The deadline for completion is 1% November 2023. All work must be submitted for assessment by this
date. No further work can be submitted after this point, including work that has been referred and
needs improvement. Free extensions are NOT given for personal reasons such as illness, workload or
bereavement unless the circumstances are exceptional and at the discretion of inspired2learn. More

about the T&Cs of enrolment are available when you enrol.
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OA fantastic two dayg; it has given me the confidence that | can coach and that | am a coach. The network

opportunities have been brilliant. The course has filled me with energy and enthéislaie) November 2022



Workshops and training events

Date

Topic / focus

September and October

Pre-work and preparation
Submission of enrolment forms to inspired2learn

Induction materials will be sent to you early in October

1 Wednesday 1% November

Face to face programme

launch

County Hall, Trowbridge
9 am arrival

9.30 am prompt start

4.30 pm finish

Welcome and Introductions

The difference between coaching, mentoring, counselling and
therapy 1 bring along your pre-work

Contracting for the two days

The GROW and CLEAR models i a focus on your self-

assessment activity (pre-work)
SMART, PURE and HARD actions

Induction to the ILM L5 qualification

2 Thursday 2" November
Face to face workshop

9 am arrival

9.30 am start

3.30 pm finish

Q&A for unit 500 and a brief introduction to 501
Ethical dilemmas

Setting up coaching triads

Supervision T what is it?

Qualification Q&A




3 | Thursday 7" Content to be decided after workshops days 1 & 2
December

Face to face

workshop
9 am arrival

9.30 am start

3.30 pm finish

days with an evolving menu t

AThank youcrfafrt ead wewd
Andy, November 2022
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Lucy November 2022
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1 Practical coaching underway by 1t February 2024 at the latest (2-3 clients at management /
supervisory level) i all coaching to be completed by 30" September 2024

1 Deadline for L5 Certificate qualification completion 15 November 2024

1:1 tutor meetings i up to 12 hours to use as you wish with your allocated personal tutor. Dates
and times to be mutually agreed as required. More details to follow on the training days.

Monthly deadlines for Unit 500 i theoretical written assignment
The word limit for each assessment criteria is 2000 words and you will be given plenty of guidance

and support to help you, including a personal tutor to check your early drafts before submission.

Assessment Criteria Deadline

1.1 30" November
2.4 31 December
2.1 31% January 2024
2.2 and 2.5 28" February

2.5 also needs to be completed by this specific deadline in order to

prepare for practical supervision.

2.3 31 March
3.1 30" April
3.2 315 May
1.5 30" June
1.3 318 July
l4and1.2 31%t August

Extensions to the above deadlines must be applied for in writing to clare@inspired2learn.co.uk
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Pre Programme Preparation Task 1 - Assessing Your Coaching Skills

Complete the self-assessment activity based on your initial impressions and current skills level as a
coach. This exercise will be sent to you separately. This is a RAG rating exercise that is designed
to measure your entry level at the start of your coaching programme. The results of your initial self-
assessment will help inform your personal development plan as a coach and you will be given an

opportunity to discuss your results with colleagues at the workshop days.

This activity will be repeated on at least two further occasions during your qualification and will be
used as an indicator of progress and areas for further development. A comparison of results will

also be used to help evaluate the programme.

Allow 60 minutes for this activity. Deadline 1t November i bring this with you to the first

workshop.

Pre Programme Preparation i Task 21 Research

What is coaching?

1

1 What is mentoring?
1 What is counselling?
1

What is therapy?
Carry out some basic research before the first workshop in order to answer the four questions
above. Include knowledge, skills and behaviours of each approach. Aim to write about 250 words

on each (rough guide only).

Allow 90 minutes for this activity. Deadline 1t November i bring this with you to the first
workshop.



Course summary a quick overview

What you will learn
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Different coaching models that you can use straight away

How to create the best state for coaching i in yourself and for others

Advanced communication and coaching techniques

How to run a formal coaching session from start to finish, including contracting and paperwork

How to use coaching informally and formally

What you will receive
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A course manual containing some of the simplest and best coaching tools

A-Z Coaching Handbook - an e-book by Clare Smale

Transform your Goals with VISION - an e-book by Clare Smale

The Step by Step Coaching Handbook - an e-book by Clare Smale

Clareds Coaching Cards

The tools and techniques to get started with coaching straight away

A fully recognised Level 5 coaching qualification with the ILM

Learner membership of the Institute of Leadership & Management

Real coaching experience on the course i no role play

More information about the coaching community and how it might support next steps
Coaching supervision i 2 hours

Plenty of email and telephone support for the qualification

Access to extensive on-line resources through the inspired2learn and ILM websites
FREE student membership of the Association for Coaching (1 year)

A Diploma in NLP Coaching (T&Cs apply)

On line subscription to Coaching at Work Magazine

Alumni benefits
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Core leaning requirements

Attendance at live workshops 1 18 hours
A arequirement to engage with at least 25 hours of live or recorded webinar content
before completion of the course. These cover a wide variety of coaching tools, techniques,
approaches and coaching demonstrations. Suitable for beginners through to masterclasses.
Recordings are available 24/7 and regular live events are published each month. All live
events are recorded.

T Coaching triads for practice and peer feedback, which will be self-managed. The option to
take part if coaching triads with other i2l ILM learners.
Tutor feedback on one coaching sessions, recorded with client permission

Coaching supervision i 2 hours with an experienced coach supervisor

All of the above hours will be logged in your personal training record.
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Your learning pathway

This is a guide only 7 you will have regular updates with your tutor and the timings and activities can

be adjusted according to domestic and work commitments. This is a broad guide to show how you

might best manage the tasks and spread them out over the year of study and learning.

Month Activity
September | Qualificationset upg invoicing, payment, learner registration and release of learning
& October | materials and passwords
2023 Read qualification info materials / guidance
Check out i2l website resources
Prework (see earlier in this pack) ready for the training daygand 2'¥ November
November | Begin qualification
2023 Check your arrangements for GDPR and insurance whilst coaching
Revisit all qualification info materials / guidance
1% month Induction meetings and workshops with Clgr2 days
Prioritise first few webinars to watch
Unit 500 start AC 1.1 and hand in at end\sfvember(10 hours approx.)
Webinars as required (live or recorded)
December | Unit500complete one AC (approx. 10 hours of work)
Begin to recruiR-3 coachees for the qualification
2"dmonth Createyour coaching contract
Workshopwith Clare
Begin to prepre all precoaching materials anfthish preparations for practical coaching
Join acoachingdriad - frequency etc to be arranged within group
January Unit 500complete one AC (approx. 10 hours of work)
2024 Possibly &t coaching(3 hours of prep and follow up work per coaching session). Aim fg
coaching sessions per month on average.
3 month Webinars as required (live or recorded)
Coaching triads continue
Start supervision preparation tasks
February Unit 500 complete one & (approx. 10 hours of work)
4" month Coaching (3 hours of prep and follow up work per coaching session)

Coaching triads
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Webinars as required (live or recorded)

Apply for supervision and start making arrangements

March

5" month

Unit 500 completetwo AGs (approx.20 hours of work)including the supervision assessme
criteria 2.5¢ a requirement of the supervision application process

Remember to record one coaching session for tutor to rexjewmy over the coaching perio
Coaching (3 hours of prep anallbw up work per coaching session)
Apply for supervision and start making arrangements

Webinars as required (live or recorded)

April

6" month

Unit 500 complete one AC (approx. 10 hours of work)
Coaching (3 hours of prep and follow up work peaching session)
Coaching triads

Webinars as required (live or recorded)

May

7" month

Unit 500 complete one AC (approx. 10 hours of work)
Coaching (3 hours of prep and follow up work per coaching session)
Webinars as required (live or recorded)

Coaching triads

June

8" month

Unit 500 completetwo AGs (approx.20 hours of work)

Coaching (3 hours of prep and follow up work per coaching session)
Webinars as required (live or recorded)

Remember to collect client feedback

Remember to record one eshing session for tutor to reviegiany over the coaching perio

July

9" month

Unit 500 completetwo AGs (approx.20 hours of work)

Coaching (3 hours of prep and follow up work per coaching session)
Webinars as required (live or recorded)

Collect clienfeedback

Coaching triads

August

10" month

Unit 500 completetwo AGs (approx.20 hours of work)
Webinars as required (live or recorded)
Completion ofl8 coaching hours (Un801)

Collect client feedback

Coaching triads

September

11" month

Focus orUnit 503 and remaining evidence needed for portfolio, such as final RAG,rating
SWOT, PDP

Unit 500 completed

Webinars as required (live or recorded)
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October Unit 501 and 503 submitted, with time for additional coaching if needed to géuyns.
12" Month
Deadline 1 November 2024
November | All units completed and suhitted for assessment and IQA
Time available foextra work on the assignments / portfolio if required
Tutorial support ends
December | EQA and award of qualification

Celebration time!
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