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Use of Training Materials 






This training was developed to provide APS programs across the nation with NAPSA-approved training content and materials that support specific learning objectives and promote APS supervisor core competency.  

States and jurisdictions may customize these materials by adding content to meet their needs for state-specific information (regulations, policies, procedures, tools) in the following ways:
· State-specific PowerPoint slides
· State-specific hand-outs
· State-specific examples and experiences shared by the facilitator during trainings

Users agree to refrain from making any changes to the basic approved content. 

No commercial reproduction is allowed. 
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[bookmark: _heading=h.tyjcwt]Virtual Setup 
· Internet connection/Laptop computer
· Connection to virtual platform (Zoom)
[bookmark: bookmark=id.1t3h5sf][bookmark: _heading=h.3dy6vkm]Instructor & participant Supplies
· Supervisor as Coach Facilitator Guide 
· Supervisor as Coach PowerPoint Slides
· Supervisor as Coach Participant Guide
· Links to Articles and Books About Coaching and Mentoring
· Characteristics of Training Techniques
· Links to National Training Resources
· Small Group Activity – Discuss a Difficult Conversation
· ASTD Team STEPPS Coaching Self-Assessment Form
· Coaching Conversation Planner Tool
· [bookmark: _heading=h.4d34og8][bookmark: bookmark=id.2s8eyo1]Transfer of Learning Follow-up Assignment
· PowerPoint Slides for Optional Boost Session
· ASTD Coaching Self-Assessment Tool for Pre-Work (if desired)
This tool can be provided to trainees to complete ahead and bring to the training or the facilitator can allow 15 extra minutes for the group to complete the assessment as part of the training.  If the choice is to assign the tool as pre-work ahead of training, the ASTD Coaching Self-Assessment Tool should be sent to attendees at least one week ahead of the training date with instructions to complete (estimated 15 min. completion time) and bring to training. 

Course/ Lesson Goal 
[bookmark: _heading=h.17dp8vu]The goal of this course is to provide APS supervisors with an understanding of their role as a coach to their staff.  Supervisors will learn how to use these skills and techniques to facilitate staff’s development. (Mentoring will be discussed briefly only to distinguish the similarities and differences.) 
Learning Objectives
1. Explain the similarities and differences between coaching and mentoring
2. Identify when coaching and mentoring should be used. 
3. Explain how coaching plays a critical role in staff development to create high performing teams. 
4. [bookmark: bookmark=id.26in1rg][bookmark: _heading=h.3rdcrjn]Identify strengths and areas for development and improvement in coaching abilities.
Target Audience  
[bookmark: _heading=h.lnxbz9][bookmark: _heading=h.35nkun2]The target audience for this training is APS supervisors. 
Course/ Lesson Length 
This training is presented in 4 sections for a total training time of 3 hours and 30 minutes.  The course could also be offered in smaller segments by presenting each section individually. There is also an optional 90-minute Boost session that could be scheduled about 4 weeks after training to debrief the participants’ experiences with the Transfer of Learning activity described in this training.  
[bookmark: _heading=h.1ksv4uv]For Facilitators
This Facilitator Guide provides the structured content, activities, and PowerPoint slides to present a 3 hour 30-minute training.  Facilitators are encouraged to review the guide and to add any state-specific information and/or examples from their professional experiences as appropriate. The accompanying Participant Guide contains the PowerPoint slides and hand-out materials that will be referenced during the training. Facilitators are encouraged to review these hand-out materials ahead of trainings, to be prepared to screen-share them as directed, and briefly describe content and use. 
Also provided are PowerPoint slides that support a 90-minute optional boost session as follow-up for the transfer of learning activity. It is recommended that if a boost session is planned, that it occurs about 4 weeks from the training date. 
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	Producer:
Welcome, everyone, to today’s module on Supervisor as Coach!  (Introduces self and role in overseeing technology and managing questions and group activities.)
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	Producer:
Before we get started, let’s review some virtual housekeeping details to be sure we’re familiar with the technology features we’ll be using to communicate with each other.
Some of you may be more familiar than others navigating through a virtual learning course. So, we will briefly review the various functions of the virtual environment:
· Video Camera: Find the camera icon; when you do, please turn the camera off and on. During the session, please keep the video camera on since this is an interactive course.
· Mute/Unmute: Now, please locate the microphone. When you do, practice muting and unmuting yourself.
· Chat box: Find the chat icon. We will be using the chat function to communicate throughout the session. 
· Emoji and Icons: These differ within the different virtual platforms
While participants are expected to attend the entire training, if you need to step away, please let the facilitator know by private chat. 
And just a word about technical glitches. They are inevitable - on our end and your end! So please be patient and forgiving as we all navigate this virtual platform together. 
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	Producer:
Now, let me introduce our facilitator for today’s session. (Introduces with short bio.) 

	
	Facilitator: 
Thank you! I’m very pleased to join you all to facilitate this module on the role of the APS Supervisor as a Coach and a Mentor.  You all know that as an APS Supervisor you have many different roles and responsibilities that you perform to foster success with your staffs’ development of their knowledge and application of their job. Strategies that can support that development are coaching and mentoring. So, I’d like to take a minute to hear from all of you about your ideas regarding coaching and mentoring. 
Facilitator asks: participants to annotate, type in the chat or unmute themselves and share their ideas to this question.  
Facilitator asks: What are some of the qualities you have observed in a coach during your life experience? (Producer monitors responses and reports.)
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	Facilitator Says:
Great responses! 
 It’s important to understand as a supervisor one of your most critical roles is to help staff grow and develop their knowledge, skills sets, critical thinking, and mastery of their assignments.  This can be accomplished through coaching and mentoring. 
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	Facilitator Says: Following today’s training you will be able to: 
· Explain the similarities and differences between coaching and mentoring
· Identify when coaching and mentoring should be used. 
· Explain how coaching plays a critical role in staff development to create high performing teams. 
· Identify strengths and areas for development and improvement in coaching abilities.
And you will become familiar with additional materials and resources in your Participant Guide.  Are there any questions?
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	Facilitator Says:  While there are some qualities that are similar between coaching and mentoring, there is a distinction. Mentoring and coaching conversations are different. We will start by exploring each to help differentiate one from the other and when to use them appropriately with staff.  Then we will focus primarily on coaching strategies and tools to help APS supervisors build their coaching skills. 
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	Facilitator Says:
A coach is someone who provides guidance to an individual on their goals and helps them reach their full potential. Coaching is prescriptive by nature, actively participating in strategizing and co-creating successful outcomes with their clients. They partner in a thought- provoking creative process that inspires individuals to maximize their personal and professional potential. A coach does not need to be a subject matter expert (SME) regarding the topic of conversation. A coach uses skillful questioning, and structured dialogue, to support the coachee with using critical thinking skills for self-directed learning. The coachee transforms through self-reflection and the discovery of options for thoughtful application and action. Coaches do not offer solutions. The coach prompts the individual to expand their capacities to address an issue and to take responsibility for developing a solution. 
(Facilitator can provide their own examples or use the one below)
Ex:  An example of this could be a coaching conversation in an individual 1:1 supervision session with staff. You are reviewing a client case and you are asking questions to help prompt your staff’s critical thinking rather than offering solutions or directing them on what course of action they should take.
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	Facilitator Says:  
A mentor is someone who shares their knowledge, skills and/or experience to help another develop and grow. A mentor acts as an experienced and trusted advisor.  They impart their own experience, learning, and advice to those who have less experience in a particular field. A mentor is highly likely to be the “SME” and has senior knowledge and experience that is relevant to the protégé. They share their experience about how to be successful in a specific position and in future roles. 
(Facilitator can provide their own examples or use the one below)
Ex:  This could look like mentoring your staff to take on a new assignment such as being Acting Supervisor for you or stepping into a leadership role by representing the agency at a multi-disciplinary team meeting.  
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	Facilitator Says:
There are numerous similarities between coaching and mentoring. They both involve a 1:1 relationship between two people for the core purpose of supporting a coachee or mentee’s development and growth. Typically, the relationship involves several meetings over several months. Both coaching and mentoring can be a component of a leadership development program. Also, both often involve a signed contract or professional development plan that outlines an individual’s professional development objectives/goals, activities associated with achieving the goals, and information about how the goals align with the business goals/objectives.
Ideally many may think that mentors strictly give out advice while coaches ask questions. This is simply not the case. The boundaries between coaching and mentoring are blending as mentors are discovering that integrating a coaching style of asking questions can be more effective than just giving advice. It has become increasingly acceptable for coaches to impart advice although best practice would lend itself to asking the coachee’s permission first and observing certain guidelines that maintain the principles of coaching. Although the methods between coaching and mentoring might differ, ultimately, both coaching and mentoring are about helping people to get where they want to go by leveraging the experience of the coach or mentor.
   The key is knowing when you need one and when you need the other.




	

	Facilitator refers participants to Handout # 1 in the Participant Guide, a Comparison Chart between Coaching and Mentoring.

	Slide 11
Handout # 1
[image: ]
	
[image: ]

	
	Facilitator Says: 
 I will briefly summarize the 6 different subject areas regarding Coaching and Mentoring and highlight some of the differences.

· Structure:  Coaching has more structure with regularly scheduled meetings. Coaches are more likely to drive the meetings with the individual.  With mentoring, meetings tend to be more informal, and mentee is more likely to drive the meetings with the mentor.
· Agenda:  Coaching tends to be more structured, and the agenda is co-created.  In mentoring the mentee sets the agenda and the mentor supports it.
· Interaction Structure:  Coaching assists the individual with finding their own solutions rather than offering advice or opinions. Mentoring assists the individual with finding their own solutions but may share advice or their own personal experience.
· Evaluation:  Coaching is specific and measurable. Goals are defined in advance. Demonstrates improvement and change in the desired area. Mentoring involves the overall development of the protégé’ which is difficult to measure.
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	Facilitator Says:
  Now that we have established an understanding of the definition of coaching and mentoring and the similarities and their differences, we will explore how these roles can apply specifically to your role as an APS supervisor.

The role of the APS supervisor especially with onboarding new staff is more of a mentor, a teacher, doing more of the talking, geared toward developing staff knowledge, competency, and skill sets as they become oriented to their position. You may also conduct case reviews or assign new staff to peer mentors on your team to assist staff with building their knowledge and skills by shadowing peer mentors and an opportunity to be exposed to different investigation and interviewing styles.  As staff’s knowledge and skills develop and they demonstrate they can handle cases independently with less frequent check-ins, the supervisor’s role shifts into more of a coach than a mentor. The conversation shifts from information sharing to asking questions to prompt the use of staff’s critical thinking skills to further facilitate growth, development, and learning.
     It’s also important to recognize when you have individuals who may be the informal leaders of your unit or more seasoned workers and are ready to take on increased responsibilities, promotional opportunities, and are ready to take their careers to the next level.  These situations lend themselves for you to shift from the role of a coach to the role of a mentor.  You can share your experiences, provide advice, your lessons learned in terms of your leadership role and how you got there.  You can help your staff create a professional development plan, map out strategies to develop their skill sets, and suggest activities to best prepare them for promotion. Again, what is key here is knowing when you need to be a coach and when you need to be a mentor. 
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	Facilitator Says:  
In your role as a coach, the supervisor acts as a facilitator rather than a teacher. The supervisor can use guided questions. An example of this could be meeting with your employee 1:1 in a case supervision session and using guided questions like, “What leads you to conclude the facts in this case are reliable?”  or “How else can we verify something?”  These questions encourage the employee to think critically and develop their own potential to explore, analyze, reflect, and problem-solve. There is a large repository of information on both coaching and mentoring. 
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	Facilitator Says:
You have been provided a resource list of articles, websites, books, and video clips to enhance and build on the concepts you receive today on Coaching and Mentoring. However, for today’s training, the content will be more focused on the role of the APS supervisor as a coach.
Facilitator Says:
Now that we’ve discussed what the role of the APS supervisor as a coach or mentor might look like we can specifically explore the value of coaching.

	
	Facilitator asks: Participants to annotate or type in the chat and share their ideas to this question. Do you think coaching is important? Why or why not and if so, what are some of the benefits? 
(Producer monitors responses and reports.)

	
	Facilitator Says:  Great Responses! Now let’s compare your ideas to some of what the research says about the value of coaching.
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	Facilitator Says:
Research indicates that coaching benefits employees in numerous ways. Coaching has been linked to influencing employee skills, motivation, and performance at work. Coaching has been identified as an effective tool to use with providing feedback. According to research conducted by the International Coach Federation, 79% of their workers surveyed value coaching; however, many companies do not practice coaching. This is a common issue and can result in low employee engagement, performance, and retention. A supervisor or leader who uses coaching skills supports an environment of collaboration between the employee and the supervisor while at the same time maintaining the boundaries of the supervisory relationship. Coaching aims to elevate an employee’s satisfaction and level of engagement. Some of the benefits of coaching are:
· Greater Accountability- When an employee takes ownership it means that they are aware of their contribution and the part they have played in the achieved results. An employee who takes responsibility for their performance, can self-identify past mistakes and how they can improve their performance in the future.
· More Self-Awareness- Coaching facilitates greater self-awareness. As employees increase their self-awareness results include improved critical thinking, strengthened/open communication, and enhanced emotional intelligence which is the ability to acknowledge what another person is feeling.
· Increased Engagement- Companies that use a collaborative approach support an environment where employees are satisfied, engaged, and productive.
· Prepared Workforce- Especially with onboarding new employees it is essential that you are coaching, developing, engaging, using emotional intelligence, and inspiring individuals. This facilitates competence and confidence when the employee performs their job as well as prepares the worker for future roles and advancements.
· Clarity with Goals and Objectives – Coaching can be used to discern what may be vague to the worker to ensure they have clarity on the goals, objectives, and expectations of the position. 
 Facilitator Says:
  According to Forbes.com post 7/04/2019 in an article by Chris Westfall: 
When executed properly, coaching provides greater intrinsic motivation - in other words, inspiring the self-directed willingness to try new things and make new discoveries. According to data from McKinsey’s Organizational Health index published in 2013 when employees find greater intrinsic motivation (that internal desire to do their best work and perform at a high level because it’s personally rewarding), they are 32% more committed to their work and 46% are more satisfied with their jobs.
 
Facilitator Says:
Now that we’ve determined why coaching is a value-added activity to engage in routinely with staff, we can explore possible opportunities or situations that lend themselves to coaching conversations.
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	Facilitator says:
· Coaching can support an employee’s growth and learning in a variety of areas. It can be a coaching conversation around performance or development.
· The following are some examples:
a) To support accountability
b) To motivate
c) To support skill development and competency
d) To build confidence
e) To offer a different perspective.
f) To challenge
g) To convey the desire for staff to feel listened to, respected, and understood.
h) What would you add…?

Facilitator asks: 
Participants if they have anything additional to add. Participants can type in the chat or raise their hand and share or unmute themselves. Producer or Facilitator can call on participants and read responses.
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	Facilitator says:
 According to Coach Approach Partners….
You will have better conversations. You will be talking less about problems and more about solutions.
· You will have better relationships. You will be seen by others as a cheerleader rather than a critic.
· You will be modeling success. Your positive relationships will become contagious, and you will help others become coaches through your modeling.
· You will be able to lead anyone, anywhere. You can coach an individual at any ability level, including staff and supervisors.
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	Facilitator Says:
When a supervisor engages in a coaching conversation the employee leaves feeling better challenged, motivated, and inspired. They also may be thinking of a new way to reframe or approach a problem with a fresh perspective.
Being totally present and in the moment
Preparing your thoughts to listen rather than speak
Listen beyond the words, what is being said and not said. Listen for the non-verbal cues. Listen to the emotions, strengths, values, and passion. These are many of the ways we can listen as a coach.
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	Facilitator Says:
Thinking like a coach is…
Temporarily removing my agenda and utilizing my strengths to develop my staff.
Partnering with my staff to help them take the steps to learn how to unlock their potential to maximize their performance and success.
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	Facilitator Says:
You will find in the resource section of your Participant Guide several Coaching resources including a list of Coaching questions, books, websites, and video clips.
Here is a list of Five-minute Go-to Coaching Questions that you can use in 1:1 supervision with your staff or in preparing or debriefing on a case. Let’s briefly review the questions.
· What options do you see regarding this situation?
· What do you see as a challenge?
· What are your thoughts about the best way to approach this?
· What might get in the way?
· What do you think is the next step?
· How can I support you?
· When can I check back with you?
The Ready- Set- Go! 5-Minute Coaching question session allows the investigator to work with their supervisor to identify possible risks, options/interventions, and implement best strategies that can lead to successful case planning and goal setting. You can find the Ready – Set – Go! 5-Minute Coaching Questions on page 45 of your Participant Guide.
Facilitator Says:
 I want to turn your attention to your Participant Guide.  There is an excellent tool regarding Risk Assessment that you can use in 1:1 supervision, when coaching your staff or share with your staff at a unit meeting.  The tool came from the 23 Core Competency Area Training Modules 18 Risk Assessment, 19 Voluntary Case Planning, and 20 Involuntary Case Planning from the Adult Protective Services Workforce Innovation (APSWI) Academy.  Some of you may recall this training.  This is another tool you can use during a coaching session to help your staff use their critical thinking skills to help assess risk and case plan.
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	Let’s take a 10-minute break and when we return, we’ll have a group activity.  
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	Group Activity:  Discuss a Difficult Conversation – 20 min. Producer:  Provide a 5 min warning
Producer:  If the training is virtual, Producer will create Break Out rooms with 4-5 participants each. In-person Facilitator will break up participants into small groups. Facilitator Says:
Each participant in a small group is tasked with responding to the question below. The participant whose birthday is the closest to today’s date will lead the other participants in the discussion. The participant whose last name begins with the letter “Z” or is the closest in the alphabet to Z will be the scribe and report back to the larger group if called on during the debrief. (The Facilitator gives participants 3 minutes to respond to the question below before breaking participants into small groups.)
1. As a supervisor, discuss a difficult conversation you’ve had with one of your staff. What would you have wanted more of to make it effective? What would you have wanted less of?
(Facilitator debriefs exercise with participants by asking 1-2 Spokespersons to share with the group or unmute themselves and share their responses to the question.
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	Facilitator Says:  To start, let's see where we are currently as a group in terms of our understanding of what strengths are. What comes to mind when you think of the word “strength”? It could be a word or phrase. Go ahead and type your answer into the chat or raise your hand virtually to unmute yourself and share.
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	Facilitator Says:
Let’s compare your responses to information that came from a Strength-Based Development/Supervision Training Module 1C from the Adult Protective Services Workforce Innovation (APSWI) Academy. Some of you may recall this training. You can refer to the Participant Guide for APSWI Resource information.
A. Something that you are good/talented at
B. What you are known for
C. What comes easily to you/innate?
D. Energizing feels good/fun to use.
E. Can be developed.
F. Can atrophy due to lack of use.
G. Drives performance.
H. Flow
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	Facilitator Says: 
Coaches should certainly work toward closing performance gaps, the most successful people focus more on knowing and growing the things they are good at, referred to as a strengths-based approach to coaching. 
Facilitator states these are some of the benefits of a strengths-based approach:
· Decrease burnout & turnover
· Increase motivation
· Manage workload
· Increase productivity 
· Improve team performance

	Slide 26
	[image: ]

	
	Facilitator Says:
 The strengths-based approach is founded on five core principles:
1. It focuses on what is right, what is working, and what is strong.
2. Strengths are part of our basic human nature; every person in the world has strengths and deserves respect and acknowledgement for those strengths.
3. Our areas of greatest potential are in the areas of our greatest strengths. (i.e., this is where we do our best/greatest work…for example if I’m an empathic person with others I can leverage my strength of empathy by helping my staff know they are cared about, respected, and supported thereby facilitating them to do their best work)
4. We succeed by fixing our weaknesses only when we are also making the most of our strengths.
5. Using our strengths is the smallest thing we can do to make the biggest difference.


	Slide 27
Handout # 2
	Team STEPPS ASTD Coaching Self-Assessment Form
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	 Assessment Activity:  Take a Strengths Assessment – 15-min.
Refer to Participant Guide and complete ASTD Coaching Self-Assessment Form


Facilitator Says:
So, we will now do an activity using the ASTD Coaching Self-Assessment Form, Handout # 2 that you completed as part of pre-work that you were sent prior to training. This assessment was created by the American Society for Training and Development (ASTD) now known as the Association for Talent Development (ATD) and was created by TeamSTEPPS 2.O and part of Module 9 Coaching Workshop. 


Facilitator asks:
 Please pull out your ASTD Coaching Assessment Form and review the assessment. In your Participant Guide you will find the worksheet, Coaching Assessment Planner, Handout #3. I’ve also provided an example below of a strength I want to upgrade so you can see how I completed the form. 
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Handout # 3
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	  You will complete the planner by responding to the three questions below. You will have 5 minutes to complete and write your responses. Following completion of the written responses we will debrief together and take volunteers to verbally share or type their responses in the chat. 
1. Look at the behaviors you identified as your strengths, prioritize, and list your top 2-3 strengths below.
2. How can you leverage these strengths to coach your staff?
3. Look at the behaviors you indicated as lacking this skill, prioritize in the order you think are the most important to improve to better coach your staff and list the 3 most important below.
Facilitator Says:  I’d like to hear your responses to the 3 questions. Feel free to unmute yourselves or type in the chat to share. (Producer or Facilitator read responses in the chat box.) 
1. Look at the behaviors you identified as your strengths, prioritize and list your top 2-3 strengths. 
2. How can you leverage these strengths to coach your staff?
3. Look at the behaviors you indicated as lacking this skill, prioritize in the order you think are the most important to improve staff and list the 3 most important below.
Great responses everyone!
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	Facilitator Says:
  Key elements for effective coaching are evaluation, monitoring and documenting staff performance and development at regular intervals; an analogy would be football game. Evaluating after each quarter and at half-time to reassess and rethink strategy. 
Evaluation allows the supervisor to identify key areas for growth that can be used in coaching conversations 
1. Consider setting milestones at regular intervals for evaluating progress of staff. (For example, at monthly intervals for the first year for new staff.) 
2. Document evaluation sessions in each staff member’s personnel file noting what was discussed (observations of supervisor, accomplishments and strengths identified, areas needing additional support, feedback shared by supervisor and staff member, response to feedback, plans for further development.)  
· Evaluation allows the supervisor to identify key areas of performance and skill development gaps that can be used to provide feedback, mentoring, and coaching conversations for growth and mastery.  The following ways can be used to evaluate staff performance and development.

a. Supervisor observations 
b. On the job application           
c. The impact on client outcome
d. Input from the new staff member on the training process, their experiences, etc.
e. Use of Transfer of Learning tools  
f. APS Interview Observation Checklist



Facilitator Says:
You can refer to your Participant Guide for resources for evaluation and feedback.
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	Facilitator Says:
Now that we’ve identified tools and strategies for evaluating performance, we can now learn about 3 tools that incorporate the same 5-Step Approach that can be used with staff that can lead to results oriented coaching conversations. The 5 E’s, 5-Step Process can be used	 for conversations with your staff for performance or development. You can refer to your Participant Guide as we review each of the tools: The 5 E’s Coaching Conversation:  Sample Statements/Questions, and the Coaching Conversation Planner. You will use these tools in a roleplay activity that you will do with a partner. You will also use these tools to practice your skills in the Transfer of Learning activity prior to attending the Boost training.

1. Coaching Conversation Process
· Engaging- Engage staff to identify the purpose of the discussion. Identify the importance to the person, team, and organization. 
· Evoking- Evoke and share information about the situation. Gather information about the employee’s perspective, issues, and concerns.
· Exploring- Seek and discuss ideas together. Explore needed resources and support. Involve other people. Turn ideas into action steps.
· Establishing- Establish and create a plan of action. What the employee will do. What you will do to achieve success. Check for understanding. Agree on an evaluation process (i.e., we will conference together monthly to review and modify the plan or Action Steps as needed).
· Evaluating- Evaluate plan together to ensure that employee and you understand the plan and what a successful outcome looks like. Discuss important features of the plan. Check for understanding. Convey confidence and commitment.
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	Facilitator Says:
You can refer to your Participant Guide to Handouts # 5 and Handout # 6, The 5 E’s, Coaching Conversation Sample Statements/Questions.
· These tools provide sample conversations of the 5-step process when coaching for development or performance.
· In the Participant Guide you will also find Handout # 7, the Coaching Conversation Planner.  The planner will help you organize your thoughts and prepare what you want to say in each of the 5 E’s process of the conversation.

	Slide 36
Handout #7
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	Facilitator Says:
It is key to an effective coaching conversation that you think about what you want to say, why you are sharing what you are sharing currently, what are the objectives of the conversation, how success will be measured, what are the needs of the persons or team to consider, what are the outcomes that you are after, and what are the opportunities or challenges in this discussion. The planner is a tool that you can use to plan the conversation prior to your conference. 
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	Facilitator Says:
So now let’s practice using the Conversation Planner Tool and the 5 Es in a group activity. 

Group Activity:  Roleplay a Coaching Conversation for Development or Performance – 15 min. 
Producer:  Provide a 5 min warning.  If the training is virtual, create break-out rooms with 2 participants in each. In-person Facilitator will break up participants into dyads. 

Facilitator Says:
You will be broken up into dyads with a partner.
You will be given 5 minutes prior to use your Coaching Conversation planner to draft out coaching questions that you will ask your staff in each of the 5 E’s of the process.  Remember that you can also incorporate the Ready-Set-Go- 5 minute Coaching Questions that are in your Participant Manual in the Handouts Section on page 45.  

It can be a conversation for development or performance 
When meeting with your partner, you will take turns roleplaying the Supervisor, moving through the 5 E’s. Then, switch roles after 5 minutes.  We will debrief together as a large group after 10 minutes for the activity.
Facilitator debriefs exercise with participants by asking for volunteers to unmute themselves to share with the group their experience of the roleplay in response to the following questions:
· What was it like to be the supervisor?
· What would you have like more or less of to be more effective? 
· What was it like to roleplay the staff?
· Anything else you would like to add?

	
	We want to thank you all for taking the time to participate in this training module! As an APS Supervisor one of the most important and influential roles you have is to help staff grow and develop their knowledge, skill sets, critical thinking skills, competence, and confidence, in their assignment as an investigator. This can be accomplished by coaching and mentoring staff. By using the skills of coaching and mentoring you can not only support staff with increasing their learning capacities and developing high performing effective teams but facilitate your own continued growth and success in your leadership role. 




	
	Section 5 - Transfer of Learning
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	Facilitator Says:
[bookmark: _Hlk90284997]In closing, we would like to evaluate whether this training has been effective by having you complete a Transfer of Learning Activity. This activity will help you implement the concepts we have learned about today.  
Please complete this activity as follows:
· Goal # 1 - Develop an Action Plan of how you will leverage your 2-3 Strengths as a Coach and use these with your staff in Coaching Conversations.
· Goal # 2- Develop and implement an Action Plan of how you will improve the 2-3 Strengths you want to upgrade.
· Goal # 3- Using your Coaching Planner draft a coaching conversation for development or performance using the 5 E’s process and Ready – Set – Go! 5 Minute Coaching Questions on P. 35 of you Participant Guide.  

· Goal #4 – Meet with two of your staff and have a coaching conversation within the next 4 weeks.

*Facilitator Note:  If a 90-minute Boost Session is planned,   include the information in the bullet below. Otherwise, move to the closing statements and participant feedback. 
  
· We will want your feedback/experience of this activity when you return for a Boost session on (add date and time.)    We will send you a reminder email about completing the TOL prior to the session.  At the Boost, we will compare your experiences and continue to refine your skills with conducting coaching conversations.
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Handout # 3
Strengths Action PlannerStrength
How can you leverage these strengths to coach staff 
 1.
 
 2.
 
 3.
 

Strength to Upgrade
What are your next steps?
What support do you need?
How will you monitor your progress?
1.
 
 
 
2.
 
 
 
3.
 
 
 








Handout # 4
Sample Questions for Coaching Conversations 
for Development
The 5 E’s for Elevating the Coaching Conversation
Sample Statements & Questions
[image: Table

Description automatically generated]












Handout # 5 
Sample Questions for Coaching Conversations 
for Performance
The 5 E’s for Elevating the Coaching Conversation Sample Statements & Questions
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Handout # 6 
The Coaching Conversation Planner
 
Coaching Conversation Planner
    	Effective coaching conversations start before you engage your staff. 	Successful outcomes require your intentional thoughts, preparation, 	and planning. It’s essential to clarify the focus of the conversation, 	what you are going to say, and determine the desired impact you want 	to have. The Planner is a tool you can use to organize and guide the 	conversation from beginning to end. 
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   Engaging

  Evoking

  Exploring

  Establishing   

  Evaluating  



	









Additional Articles/websites/videoclips/handouts
ASTD Coaching Self-Assessment Form,” Source:  TeamSTEPPS® 2.0 (Module 9. Coaching Workshop), Self-Assessment Form (ahrq.gov)
Best coaching conversation - YouTube
Coach Approach Partners, LLC
Coaching and Mentoring - Nigel MacLennan - Google Books
Great Questions to Use When Coaching Someone - YouTube
GROW for coaching and problem solving (live role play) - YouTube
The Coaching Habit: The Kickstart Question - YouTube
The GROW model in action - YouTube
https://unboxedtechnology.com/the-importance-of-coaching-at-the-workplace/
Up In The Air: Coaching Leadership Style - YouTube
What is the GROW Coaching Model? (incl. Questions + Examples) (positivepsychology.com)
Why You Should Coach Your Team - businessnewsdaily.com

Training Resources for APS Supervisors
Center APS Technical Assistance Resource
https://apstarc.acl.gov/Education/toolkits.aspx 

APSWI Adult Protective Services Workforce Innovations
https://theacademy.sdsu.edu/programs/apswi/ 

Handouts
Ready – Set – Go! 5 - Minute Coaching Questions

· What options do you see regarding this situation?

· What do you see as a challenge?

· What are your thoughts about the best way to approach this?

· What might get in the way?

· What do you think the next step?

· How can I support you?

· When can I check back with you?






















Are You Ready to Give Healthy Feedback?
Brené Brown’s 10-Step Preparation Checklist 

 1.  I’m ready to sit next to you rather than across from you.
 2.  I’m willing to put the problem in front of us rather than between us (or sliding it toward you).
 3.  I’m ready to listen, ask questions, and accept that I may not fully understand the issue.
 4.  I want to acknowledge what you do well instead of picking apart your mistakes.
 5.  I recognize your strengths and how you can use them to address your challenges.
 6.  I can hold you accountable without shaming or blaming you.
 7.  I’m willing to own my part.
 8.  I can genuinely thank you for your efforts rather than criticize you or your failings.
 9.  I can talk about how resolving these challenges will lead to your growth and opportunity.
10. I can model the vulnerability and openness that I expect to see from you.
[bookmark: _Hlk87633902]

Power Questions… 
[bookmark: _Hlk87633845]Listening. “Tell me what’s going on.” “What got you to this point?” “What happened to bring 
you two to this place?”
Clarifying purpose. “What’s important about this for you?” “What matters most for you in all of this?” 
Equipping.  “What strengths, needs, wants are evident in the other’s communication style?”  
“Where do your strengths, needs and wants fit in all of this?”  “What strengths could you draw from to effectively engage the other?”  “How might you approach this difficulty if your communication style was similar to theirs?”

Exploring options. “What have you tried to work this out?”  What did you discover in those 
efforts?” “What seems to have worked well?” “What else might work?”

Removing obstacles. “What might get in the way?” “What are your foreseeable challenges?” 
“How might you overcome these?”  

Empowering.  “What might you do differently to get a different result?” “What is the outcome you hope to achieve?” “What next steps will assist you in achieving this outcome?” “How might resolving this difficulty contribute to your professional growth and development?”  
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RISK Assessment Tool from APSWI Training Core Competencies- Module 18 Risk Assessment of Victims of Elder AbuseRisk assessments are a process and help APS professionals assess clients’ vulnerability and needs, develop and monitor care plans, and make decisions about how to use their time and resources.
-NAPSA Core Competency Module 18: Risk Assessment




Directions: Using a current case, complete the risk assessment chart based on your observations and the information gained during your investigation. 
For each Risk Factor that you identify:
1. List the apparent risk next to the #.
1. Circle or highlight whether you find that risk to be low, medium or high.
2. Work through the 3 S’s by noting how Soon might the client be harmed, how Severe might they be harmed and how Sure are you that the harm will occur (i.e. the likelihood). 
b. Make sure to include why you believe that to be true.  
Discuss any risk indicators. 
Provide a global assessment of that particular risk.
Note any factors that may mitigate that risk.
Create a service plan for each risk. 









RISK ASSESSMENT CHART
	RISK FACTORS
(Conditions which put a person at risk of harm)
	RISK INDICATORS
(Observable signs that indicate that risk may be present)
	GLOBAL ASSESSMENT
(History and context around this particular risk)
	FACTORS THAT MITIGATE THE RISK
(Client’s strengths, motivation, support network)
	SERVICE PLAN
(Identify services that might be of help and follow up if connections were made.)

	#1.


· Soon


· Severe


· Sure

Based on 3 S’s, the level of risk is: Low, Med, High?
	
	
	
	

	#2.


· Soon


· Severe


· Sure

Based on 3 S’s, the level of risk is: Low, Med, High?

	
	
	
	

	#3.


· Soon


· Severe


· Sure

Based on 3 S’s, the level of risk is: Low, Med, High?

	
	
	
	

	#4.


· Soon


· Severe


· Sure

Based on 3 S’s, the level of risk is: Low, Med, High?

	
	
	
	

	#5. 


· Soon


· Severe


· Sure

Based on 3 S’s, the level of risk is: Low, Med, High?
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Coaching Conversation Planner

Effective coaching conversations start before you engage your staff. Successful outcomes require

your intentional thoughts, preparation, and planning. It's essential to clarify the focus of the
conversation, what you are going to say, and determine the desired impact you want to have, The
Planner is a tool you can use to organize and guide the conversation from beginning to end.

Phase Your Thoughts

Engaging
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Evaluating
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Supervisor as Coach
Transfer of Learning Activity

= Goal#1 - Develop and implement an Action Plan of how you will
leverage your 2-3 Strengths as a Coach.

= Goal #2- Design and implement an Action Plan to improve 2 -3
strengths you want to upgrade at the lower end of your Strengths
Assessment.

= Goal # 3- Using your Coaching Planner draft a coaching conversation for
development or performance using the 5 E’s process and Ready — Set —
Go! 5 Minute Coaching Questions on P. 35 of you Participant Guide.

" Goal #4- Meet with two of your staff and have a coaching conversation
in the next four weeks.

Be prepared to debrief and provide feedback about the Strengths Action Plan and Coaching
Conversation if this training will be followed by a Boost Session.

DAAS - Division of Aging and Adult Services




image96.svg
          Supervisor as Coach Transfer of Learning Activity  Goal # 1 - Develop and implement an Action Plan of how you will leverage your 2 - 3 Strengths as a Coach.  Goal # 2 - Design and implement an Action Plan to improve 2 - 3 strengths you want to upgrade at the lower end of your Strengths Assessment.  Goal # 3 - Using your Coaching Planner draft a coaching conversation for development or performance using the 5 E’s process and Ready – Set – Go! 5 Minute Coaching Questions on P. 35 of you Participant Guide.  Goal # 4 - Meet with two of your staff and have a coaching conversation in the next four weeks. Be prepared to debrief and provide feedback about the Strengths Action Plan and Coaching Conversation if this training will be followed by a Boost Session .    DAAS - Division of Aging and Adult Services


image97.png
Closing and Evaluations
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Handout #1

Coaching tends to address more
immediate topics related to skill
development and performance.
Goals are clarified and a plan is
developed of how to get there, The
coach helps the individual learn how
to achieve the goal.

Relationship maybe more short-term
(approx. 6 months to a year) with a
specific goal in mind,

More structured with regularly
scheduled meetings; weekly or bi-
‘weekly. Coach is more likely to drive
the sessions with the individual.

It s co-created by coach and
coachee to meet the coachee’s

specific goals.

Assists the individual with finding
their own solution rather than
offering advice or opinions. Coach
does not necessarily discuss
personal experience. Asks thought
provoking questions which helps the
coachee make important decisions
and develop desired skill sets.

Is specific and measurable, Goals
are defined in advance and can be
tracked and measured,
Demonstrates improvement and
change within the desired
performance area.

Comparison of Coaching and Mentoring

Generally focused on long-term
career development, Clarifies where
the individual wants to go with their
career professionally and what
future roles/positions they would
like to hold. A plan is developed of
how to get there often with the
mentors input,_The mentor is
available for the individual to use as
a resource.

More of a long-term relationship
lasting a year or longer.

Meetings tend to be more informal
and on an as needed basis as
required by the mentee, Mentee is
more likely to drive the sessions
with the mentor.

The agenda is set by the mentee and
the mentor supports the agenda.

Assists the individual with finding
their own solutions but may share
advice or their own personal
experiences, The mentee is likely to
ask more questions, tapping into the
mentor’s expertise and perspective.

Interest is in the overall
development of the mentee,
Benefits can include improved
morale and higher staff retention
however more difficult to measure
key indicators.
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ASTD Coaching Self-Assessment Form

INSTRUCTIONS:
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Lacking This Skil
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‘Doaling With Failure. Working i ohes o encourage hem when ey 4o ot mest
oxpeciaions.

Working With Personal lsues. Listering smpathcaty and wiout dgment and
oftering emotonal suppor o norwork i

‘Corironting Dificult Situations. Rarsng uncoriorias topis iha e pacing task
sccompltment.

‘Rosponding to Requests. Consuling wih oers on an 3s-neoded bask. Respondng o
roquests i 3 tmolymanner

Following Through. Keeping commimerts Nonioing ouizomes f 1 coaching
process and provding sdional assstance when necossary
Listening for Undorstanding. Demonsirating atenion 5 and conveying indersanding
of oiers

‘Wotivating Others. Encouraging ohers o achieve Gesked resuls Greaing srihusiasm
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TeamSTERPS 2.0 for Long-Term Care "ASTD Coaching Self Assessment Form - 0-9-31
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Review your saf-assessments sbove and on the folowing pages to understand why those 13
‘compotencies are mportantfor coaches. Then,oulino an aclion lan fo safmprovement on the inal
page. Make suro 1 a plan to which you are compltelycommitied.

Why These Competencios Aro Important

The 13 compatencies that make up this assessment re o paticuar mportance for tose wih &

‘coaching rol. They represent areas n which you noed Io xcel I oder o il your coaching ol

Siccassiuly

+ " Communicating Instructions. Showing the parson you ae coaching how 1o accomplsh the task
‘an clarifing when, whoro, how mich, and 1o what sandard 1 should be done.

The ol of coach often involves leaching a skl or procedure 0 ancther person. Tho abity o braak.
down a ta inlo easy o-understand steps that you can alula 1o anoiher i val o bang an
effectve coach,

+ Setting Performance Goals. Colaboratng Wit thers o establish shot- and long lorm goas for
performance on partiuar tasks.
Effecive coacring sometimes starts it painling scmeone i th righ dection. Frst, you work with

1 persanto et broad goals; hen you become very specic n agreeing on desred outcomes and
how they il be measured.

+ Providing Feedback. Carefully absening performance on indidualtasks and sharing these
observations n  noniveatening manner

‘Giving others faedback on thel ask performance s crlcal o improvig thir perfomance. I orde to
o i effecively. you have 1 observs the parsan perorming the 3sk. notng whal e parson &
oing wll and what can be improved. Then you work withthe indhidual {0 ensure thatho o she
undorstands your foedback and uses  developmenialy.

+ Rowarding Improvoment. Using a varety of means to provide positue fenforcamant o ohers for
making pogress on the accompishment of important tasks.

‘Timing ofrewards i important. Don' watuntlyou see either perfection o faiue on he ask. Look
for grouth n task accompishment an reward hat soon affr you observe €. Although coaches don'
always conrol formal rowards (pay.perks, o promolons), hey can makfrequent and afectve use.
of ol ('t on the back”or ther nonmonetary recognion) anes.

+ Daaling With Failure. Working with others to encourage them when they d ot meet expectations.

When an indvidual demonstates an nabilty or unwilingness o perorm  task according o
‘xpoctations and standards, you need o bo able o deal it the osul.This can moan encouraging,
Feprmanang, recirectng. teraing. or olnerwise afscing s ofher bty or wilingnase. Pabence
an b & velue or an enabler of more fasure. Use i visaly

* Working With Persona fssues, Listering empathically and without judgmen and offering emotionl
‘Support for nonwork difcute.

I general, coaches are ot expectad o functon as counselors or psychatherapiss. Fow are quaifed
10 carry at ush rospons e, and i contextof e organizationalresLanehip might preci ths
ype of leracion. Faced with an indidual whoso personal suaton i ntrfering it his o her
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ASTD Cosching SelfAssessment Form - 0-9-32 TeamSTERPS 2.0 for Long Term Care:
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+ Confronting Dificult Situations. Raising uncomortabe topics tht are affectng task
accompishment.
‘Coaching often invoives situations in which performance has not met expectations. Unmet
‘expectations oftn lead to fnger pointng, denialof porsonal esponsiilty, and other dystuncticnal
beaviors. Talking abou these issues can make peope uncomortable. Good coaching requies the
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iplomacy.Wen the bost nerests of all concorned are at heart, the honesty and courage to canfront
iffcut shuations sre welcome.

+ Rosponding to Roquests. Consuiting wihcthers on an as-neaded basis. Responding o roquests n
2 timely mamner.
Timely response o request s a tangibl indicalr of respoct. To buld and maitan a heathy
‘oachingrelatcnship. make sure your esponsiveness refects a igh level of pricty.

+ Following Through. Keeping your commitments. Manioring outcomes ofthe cosching process and
proviing additonal assistance when necessary.
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mantain st Showing an ongoing commiment 1 the ong-larm Success of he person you are
Coaching aeo bl & erong resbonshp.

+ Listoning for Understanding. Demonstrating atenton o and conveying understanding of thers.

Listening i another indcato o respect It rquires keaping your mind open to what cthers say.
atending well 1o both the content of whatthey say and the fesings hey may be expressing
(scmetimas unconsciousy). Lisening ffectively amos invarably involves chocking your
understanding of ohers' messages by reflectng whal you hear, using such phvases as, What | hear
You saying s..- and,“You seerm o ba concernad about. -

+ Motivating Others. Encouraging others to achiove desired resuls. Creatng enthusiasm and.
Commiment n e,

“The it buttont0 push o help motals ancther person diferswidely. Thero are o hard-ancfast
les o what molales anyona. You can be effeciio by knowing what molales the person you are
‘oaching and yng s o her desires and goals o the ask al hand. Tis rocuos continual
assessment an reassessment of the person and situaton.-Reading’ the person can be inaccurate
1 beter 1 ask what s mportant 1o o her and how he task at hand raates.

+ Assassing Strongths and Woaknossos. dentlying oot causes o indhidual perfomance. Probing

beneath he suface of problems. Keenly obsenving pecple and events. Dofining and arulating
Ssues ffecively.
Propery ideniying he abiles and nerestsof the person you are coaching dects your coaching
eforts 1o the most crilcal areas. This nvcies keen observaiion and atlenton o Geta. 1 30 means
istinguishing botween symptoms and oo causes of problems. Wihout accuralo assessment, your
‘coaching ffrs might i be spent on addressing the wrong problem or @ onaxdstentone.

+ Building Rapport and Trust. Showing respect forothers. Acting with ntegrly and honesty. Easly
buiding bonds with othrs.

Making otvers fe theconcerns and contibutions re impartant. Rappor and rust are the
Gomerstones of an efecie coaching rlatonship. The person you are coaching needs o rust that
Jou have is or hr bestinteests a heat 50 he o she can be hanest wihyou regarding
Shorcomings. There sis0 nead (o be & bond o mutus recpect 50 the &ice, leacing. and.
‘counseling o the coach will be more readiy accepled.

TeamSTERPS 2.0 for Long-Term Gare ASTD Coaching Self Assessment Form - 0-9-33
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‘Goachs Plan for Selt-improvemnt

1. Which f any, of these competencies are especial reevant 1o your parcular coaching o (gude,
teacher, motiatr, mertor)?

2. Which two o three competency areas doyou need o improve most?
3. Whats it foryou o better yourset inthese areas?

4. What have you tied before?

5. What steps can you ake personally o improve i these areas?

6. Winatsuppor o you s 1o improv inthesa compelancies?

7. How il you monkor yourprogress inseimprovement as  cosch?
5. Who needs toknow atout is?

5. How will you el im o her?

10. What are your frst fw steps?

TeamSTEPPS 2.0 fo Long Term Care
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Development

Engaging with Evoking using Exploring using Establishing using) Evaluating with

V'dlike to have a
conversation with you
about the areas that you
would like to grow and
develop.

Have you thought about
what skills sets o roles
you would like to pursue?

Are there other roles or
opportunities within our
organization you would
like to explore further?

Have you thought
about where you
would like to be your
career in a year to
three years from
now?

What areas of your
knowledge or
expertise would you
like to enhance?

What would you like
to learn and apply to
take your skills to the
next level?

What do you see as
your strengths and
how can you leverage
these in growing
additional areas you
want to upgrade?

What options are
available that you're
aware of to help you get
started?

Who can you reach out
to help you learn more
about the roles you
would like to explore
transitioning to?

Are their additional ways
you can gather
information to learn
about the career
opportunities available?

Are there other learning
opportunities or
resources that can help
you expand your
knowledge about these
different roles?

What are your next steps
to seek out information
about these

opportuni

s?

When will you take your
first step?

Who can support you
with moving your Action
plan forward?

What strategy do you
think will be most
effective with moving
your plan forward?

What do you need to be
successful?

Let's review the course of
action we've agreed on.

Here is the action I will be
taking for my
responsibility and
accountability to support
you in achieving a
successful outcome.

1 want to thank you for
efforts and let you know
they are appreciated, and
1am confident in your
ability to be successful
with your Plan of Action.

Let's confirm how you
would like to follow up
with me going forward.

Would you like to go
ahead and plan our next
conference time now to
evaluate and discuss our
next steps?
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Performance

I’d like for us to talk
about your 30-day
contact visits. | have
noticed that some of your
contacts have not been
updated in a timely
manner.

I’d like to discuss the
opportunity to upgrade
your (insert, applicable
knowledge or skill here).

Can you tell me about
your perspective
regarding this
situation?

What steps have you
taken so far to address
the situation?

What'’s happening for
you at work for you
now? What are your
concerns?

What do you think is
working well and you
are being successful
with?

What other factors are
relevant?

What other challenges
do you see?

What can you do to
change the situation?

What might you do
differently to get better
results?

What possibilities for
action do you see?

What may get in the
way?

How can you overcome
some of the challenges
you've identified?

How can | best support
you?

Based on what we’ve
discussed what do you
see as the best course
of action/strategy to
initiate?

What are the benefits
of your course of action
and are there potential
problems that could
arise?

Are there resources
that you can access to
help you achieve the
desired results?

What do you see as
your next steps?

When will you take the
next step?

Let’s review the course of
action we’ve agreed on.

Here is the action | will be

taking for my responsibility and
accountability to support you in
achieving a successful outcome.

| want to thank you for efforts
and let you know they are
appreciated, and | am confident
in your ability to be successful
with your plan of action.

Let’s confirm a plan of how you
would like to follow up with me
going forward.

Would you like to go ahead and
plan our next conference time
now to evaluate and discuss
our next steps?
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Element of Thought

Coaching Questions o ASk

we are trying o

Purpose Wina = y0ur pupose n g Wty e GonET
of ourthinking | 15t purpese a2

Wnat ety are youting toachieve?

Wi et purposes 6o you have i ming? How o you se them 3 relted?
Questions Winat question ar you ting 10 snswer?

15 yourqueston dear?
Should you be ssking adiferent queston?

e you ocusing o il question whie other sgnficant questons need o be addressed?
15th way you 1 puting he qestons loaded?

e you aking fo grantd fromthe nset the corrctness of your own pasion?

Wnat nformatn would you néed o have before you vl answer the estion?

Tnformation
needed to snswer
the question

Whatinformaton 6o you need o answer i question?
00 you need 1o gather more nformaton?

s th nformaton relevant tyour purpose?

12 th nformaton ccurse? How 6o you know?

Winat evidence supports you asseton?

Whatis 3 go0d plce tolook for evidenceon the oppoite side? Have you ooked there?
Have you hanesl considered nformation that doe 1ot g0t your psiion”
Hoveyou falled 1 conside any relevant formation?

oes yourclaim g0 beyond the evidence you have?

Tnferences
or conclusions we
are coming o

Wnatcondusionsae you coming 107
e there other conclusions youshad consider?
e yournference ogial?

15 th other prsonsnfrence logcal?

e you cear sbout the nferences you e making?
¢ yournference bsed on 3 fauy esompton?

Concepts
of ey ideas we are
using i our thinking

Wnat deas a you usingn your thinking?
15 this dea cusing poblems for you o thers?
ik your dea 53 go0d one, bt coud you explin e mre?

“Assumptions.
we are taking for
granted

inatare you GHng organed”
e you assumingsomething you shoude's?

Wnatasumption s eaing 0 thi conclusion?

Wnat s the athe prson assuming?

e your assumptionsdesr 0 you?

100 you clary understand what you assumptions arebased on?

0 you ke sssmptions bout th futurs base on st one experience rom th past?
Can'you Tl sty what you re taking or ganted?

e your assumptionsjusifable gven the vidence Yo areusing 1 support them?
Where i you gt these sssumptons?

Tt of View
we need o consider

Foware you iooking o s stuaton?
Wnat e you looking t and how are you seing 2

s thre ancther rezsonable way o ookt thi stuation?

oesyour pintof view e t b the olycoect one? (B carefl it dos1)
Have you i  3ppreciate the pint o view f athers?

Haveyou considered opposig pans ofvew?

15 ths 3 rejdicd o reasoned judgment?

15 yoursppraach o this uestion oo arrou?.

Implcations
and consequences
ofthinking.

Tyou deade o0 %, what might happen?
1Yo decide not 0 do X, what might happen?

What e some Implcatonsof X decsion?

Didyou spellout l he signficant consequences of the actionyouare advocatng?

1fyou take thscoure f action, what oher consequences might olow hatyou hven't cnsiered?
11you make s decsion,whatar some possbe unexpectd Implatons?
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Priming for Trust - Three Key Questions to Ask Yourself:

« How do | want this person to feel after our conversation?
« How can I set the context for an empathetic exchange?
« What can | do to allow them to engage in this difficult conversation with an open mind/heart?

Setting the Context with Candor and Caring:
« I would like for us to talk about the ABC project and how it's going for you.

« I would like to hear your thoughts/feelings about how we can improve the communication
between you and the workgroup.

Exploring Desired Outcomes and What You Hope Will Be Gained from the Conversation

« Ihope you will understand the importance of the project / the value in developing your skillset.
« I wantto clarfy, open-up our communication and eliminate the confusion.

‘Sharing Perspectives with Candor and Caring

« Irealize this was a very challenging project for you, with some unexpected dynamics..and the
restlts were not what either of us expected.
« People usually know when they have failed to hit the mark, so be empathetic, yet firm.

Discovering What Is Important To Both of You:

« I would like to hear more about how this nfolded for you and what you think worked well, what
did not? What were your biggest challenges and barriers?

« Listen well, then share your perspective and together get a clearer view of what happened.

Contracting for Improvement and Success:

* Using constructive foresight, discuss what and how things need to be done differently i the
future, and then clarify expectations, as well as next steps.

* What will success look like? How will you measure it? How often will you need to
communicate? What will you each do if the changes are not working?

Celebrating Accomplishments:

* Notice and affirm successful steps in the desired direction.
« Celebrate both small and large benchmarks toward success.

Adaptation: Transfoming Diffcult Conversations — Co-crealing Conversations® The Creating WE® Insiituie
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Conversations into Opportunities for Growth — Worksheet

Is this a professional development /performance issue?

Describe the concern in a clear, cohesive, and concise sentence.

Priming for Trust - Three Key Questions to Ask Yourself:

« How do | want this person to feel after our conversation?
« How can I set the context for an empathetic exchange?
« What can | do to allow them to engage with an open mind/heart?

Setting the Context with Candor and Caring:

Exploring Desired Outcomes and What You Hope Will Be Gained from the Conversation:

‘Sharing Perspectives with Candor and Caring:

Discovering What Is Important To Both of You:

Contracting for Improvement and Success:

Celebrating Accomplishments:

Adaptation: Transfoming Difficult Conversation: Insitute!

Co-creaing Conversations The Creating
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                                                                                                                                                                                                                              Supervisor as Coach                  DAAS  - Division of Aging and Adult Services


image24.png
Housekeeping for Virtual Platform

VIDEO MUTE/ CHAT BOX EMOJIS AND IFYOU NEED TO  POTENTIAL

TECHNICAL
CAMERA ICONS STEP AWAY
PNMUTE GLITCHES
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                                                                 Housekeeping for Virtual Platform                VIDEO  CAMERA                MUTE/ UNMUTE        CHAT BOX          EMOJIS AND  ICONS                  IF YOU NEED TO  STEP AWAY       POTENTIAL  TECHNICAL  GLITCHES  DAAS  - Division of Aging and Adult Services
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Supervisor as Coach

Facilitator’s Name
Organization

DAAS - Division of Aging and Adult Services
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                                      Supervisor as Coach          Facilitator’s Name Organization DAAS  - Division of Aging and Adult Services
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Conversation starters...

What is a coach?
What are some of the qualities of a

coach that you have experienced?

AAS - Division of Aging and Adult Services
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                                                                                                                                                                                                                                                                                                     Conversation starters… What is a coach?  What are some of the qualities of a  coach that you have experienced?          DAAS  - Division of Aging and Adult Services
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Supervisor as Coach
Learning Objectives

. Explain the similarities and differences between coaching and
mentoring

. ldentify when coaching and mentoring should be used.

. Explainhow coaching plays a critical role in staff
development to create high performing teams.

. ldentify strengths and areas for development and
improvement in coaching abilities.

DAAS - Division of Aging and Adult Services
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                                      Supervisor as Coach Learning Objectives                     1. Explain the similarities and differences between coaching and mentoring 2. Identify when coaching and mentoring should be used. 3. Explain how coaching plays a critical role in staff development to create high performing teams. 4. Identify strengths and areas for development and improvement in coaching abilities. DAAS - Division of Aging and Adult Services
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Supervisor as Coach
Section 1

Similarities & Differences
Between

Coaching & Mentoring

DAAS- Division of Aging and Adult Services
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            Supervisor as Coach Section 1  Similarities & Differences Between  Coaching & Mentoring DAAS  - Division of Aging and Adult Services    
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A coach is...

A mentor is...
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        A coach is… A mentor is…   DAAS  - Division of Aging and Adult Services
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A coach ...

Provides guidance to an
individual to help them reach
their full potential

Engages an individual in a
thought-provoking creative
process

Uses skillful questioning

Doesn’t offer solutions

Prompts individuals to expand
their capacities

DAAS - Division of Aging and Adult Services
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             A coach  …  Provides guidance to an  individual to help them reach  their full potential  Engages an individual in a  thought - provoking creative  process  Uses skillful questioning  Doesn’t offer solutions  Prompts individuals to expand  their capacities     DAAS  - Division of Aging and Adult Services
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A mentor

Shares their knowledge, skills
and experience

Acts as an experienced and
trusted advisor

Imparts their own experience
and advice to those with less
experience

Is likely to be a “SME” and have
senior knowledge

Shares ideas about how to be

successful in a specific position
and future roles

DAAS - Division of Aging and Adult Services
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             A mentor  …  Shares their knowledge, skills  and experience   Acts as an experienced and  trusted advisor  Imparts their own experience  and advice to those with less  experience  Is likely to be a “SME” and have  senior knowledge  Shares ideas about how to be  successful in a specific position  and future roles     DAAS  - Division of Aging and Adult Services
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Similarities Between Coaching and Mentoring

= |nvolve a 1:1 " |nvolve a
relationship development
plan/outline of goals

Core purpose is
development Some mentors ask

questions and

Can both be a part coaches share advice

of a leadership
development Help people get to
program where they want to

go
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        Similarities Between Coaching and Mentoring   Involve a 1:1  relationship  Core purpose is  development  Can both be a part  of a leadership  development  program   Involve a  development  plan/outline of goals  Some mentors ask  questions and  coaches share advice  Help people get to  where they want to  go DAAS  - Division of Aging and Adult Services
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Coaching tends to address more
immediate topics related to skill
development and performance. Goals
are clarified and a plan is developed of
how to get there. The coach helps the
individual learn how to achieve the
goal.

Relationship maybe more short -term
(approx. 6 months to a year) with a
specific goal in mind.

More structured with regularly
scheduled meetings; weekly or bi -
weekly. Coach is more likely to drive
the sessions with the individual.

Itis co-created by coach and coachee
to meet the coachee’s specific goals.

Assists the individual with finding their
own solution rather than offering
advice or opinions. Coach does not
necessarily discuss personal
experience. Asks thought provoking
guestions which helps the coachee
make important decisions and develop
desired skill sets.

Is specific and measurable. Goals are
defined in advance and can be tracked
and measured. Demonstrates
improvement and change within the
desired performance area.

Generally focused on long -term career
development. Clarifies where the
individual wants to go with their
career professionally and what future
roles/positions they would like to hold.
A plan is developed of how to get
there often with the mentor’s input.
The mentor is available for the
individual to use as a resource.

More of a long -term relationship
lasting a year or longer.

Meetings tend to be more informal
and on an as needed basis as required
by the protégé’. Protégé’ is more likely
to drive the sessions with the mentor.

The agenda is set by the protégé’ and
the mentor supports the agenda.

Assists the individual with finding their
own solutions but may share advice or
their own personal experiences. The
protégé’ is likely to ask more
questions, tapping into the mentor’s
expertise and perspective.

Interest is in the overall development
of the protégé’. Benefits can include
improved morale and higher staff
retention however more difficult to
measure key indicators.
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                                                                                                                                                                          Subject Coaching Mentoring  Focus  Coaching tends to address more  immediate topics related to skill  development and performance. Goals  are clarified and a plan is developed of  how to get there. The coach helps the  individual learn how to achieve the  goal.  Generally focused on long -  term career  development. Clarifies where the  individual wants to go with their  career professionally and what future  roles/positions they would like to hold.  A plan is developed of how to get  there often with the mentor’s input.  The mentor is available for the  individual to use as a resource.  Timeframe  Relationship maybe more short - term  (approx. 6 months to a year) with a  specific goal in mind.  More of a long - term relationship  lasting a year or longer.  Structure  More structured with regularly  scheduled meetings; weekly or bi -  weekly. Coach is more likely to drive  the sessions with the individual.  Meetings tend to be more informal  and on an as needed basis as required  by the protégé’. Protégé’  is more likely  to drive the sessions with the mentor.  Agenda  It is co - created by coach and  coachee  to meet the coachee’s specific goals.  The agenda is set by the protégé’  and  the mentor supports the agenda.  Interaction Structure  Assists the individual with finding their  own solution rather than offering  advice or opinions. Coach does not  necessarily discuss personal  experience. Asks thought provoking  questions which helps the coachee  make important decisions and develop  desired skill sets.  Assists the individual with finding their  own solutions but may share advice or  their own personal experiences. The  protégé’ is likely to ask more  questions, tapping into the mentor’s  expertise and perspective.  Evaluation  Is specific and measurable. Goals are  defined in advance and can be tracked  and measured. Demonstrates  improvement and change within the  desired performance area.  Interest is in the overall development  of the protégé’. Benefits can include  improved morale and higher staff  retention however more difficult to  measure key indicators.
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Section 2

Coaching & Mentoring

for Staff Development
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            Supervisor as Coach Section 2  Coaching & Mentoring  for Staff Development DAAS  - Division of Aging and Adult Services   
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Role of APS Supervisor as a Mentor

‘' N

Acts more like a teacher

= Shares previous
experiences & lessons
learned

3' = May pair new staff with
| “peer mentors”

As staff skills develop,
role can shift to be more
of a coach

DAAS - Division of Aging and Adult Services
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                   Role of APS Supervisor as a Mentor   Acts more like a teacher   Shares previous  experiences & lessons  learned  May pair new staff with  “peer mentors”  As staff skills develop,  role can shift to be more  of a coach    DAAS  - Division of Aging and Adult Services
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Role of APS

Acts more like a
facilitator rather than a
teacher

Uses guided questions
to build critical thinking
skills

Helps learners realize
their own potential to
analyze, reflect and
problem solve

DAAS - Division of Aging and Adult Services
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                    Role of APS  Supervisor as a  Coach  Acts more like a  facilitator rather than a  teacher  Uses guided questions  to build critical thinking  skills   Helps learners realize  their own potential to  analyze, reflect and  problem solve    DAAS  - Division of Aging and Adult Services
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Why is coaching
important?

= |ncreases Accountability

= Builds SelfAwareness

® |ncreases Employee
Engagement

Prepares Workforce

DAAS - Division of Aging and Adult Services
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                   Why is coaching  important?   Increases Accountability  Builds Self - Awareness  Increases Employee  Engagement  Prepares Workforce  Increases Clarity of Goals  and Objectives    DAAS  - Division of Aging and Adult Services
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When do we
coach?

To ....

Motivate

Support skill development

Build confidence

Offer a different
perspective

Challenge

Support staff with feeling
listened to, respected,
and understood

DAAS - Division of Aging and Adult Services




image54.svg
                                                                                                                                                                                                          When do we coach? To ….  Motivate  Support skill development  Build confidence  Offer a different perspective  Challenge  Support staff with feeling listened to, respected, and understood      DAAS - Division of Aging and Adult Services
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How
Coaching Can
Change Your
Work...

Better Conversations

Better Relationships

Model Success

Lead anyone, anywhere

DAAS - Division of Aging and Adult Services
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                                                                                                                                                                                                                                                                                                             How  Coaching Can  Change Your  Work…  Better Conversations  Better Relationships  Model Success  Lead anyone, anywhere DAAS  - Division of Aging and Adult Services
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== -
Z Listening like

a coach is...

Being totally present

Preparing your thoughts to listen rather than
speak

Listening beyond the words

Listening to the emotions, strengths, values,
and passion

DAAS - Division of Aging and Adult Services
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                      Being totally present  Preparing your thoughts to listen rather than  speak  Listening beyond the words  Listening to the emotions, strengths, values,  and passion     Listening like  a coach is…    DAAS  - Division of Aging and Adult Services
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= Temporarily removing one’s own agenda
= Using one’s own strengths to develop staff

Thinking like
= Partnering with staff a Coach is...
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DAAS - Division of Aging and Adult Services




image60.svg
                Temporarily removing one’s own agenda  Using one’s own strengths to develop staff  Partnering with staff     Thinking like  a Coach is…    DAAS  - Division of Aging and Adult Services
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Ready- Set- Go!
5-Minute Coaching Questions

* What options do you see regarding this
situation?

* What do you see as a challenge?

* What are your thoughts about the best
way to approach this?

* What might get in your way?
 What do you think is the next step?
* How can | support you?

* When can | check back with you?

DAAS- Division of Aging and Adult Services
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            Ready  - Set  - Go!  5 - Minute Coaching Questions DAAS  - Division of Aging and Adult Services    • What options do you see regarding this  situation? • What do you see as a challenge? • What are your thoughts about the best  way to approach this? • What might get in your way? • What do you think is the next step? • How can I support you? • When can I check back with you?
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             Supervisor as Coach  Take a Break  DAAS  - Division of Aging and Adult Services   
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Group Activity

Discuss a difficult
conversation you’ve
had with one of your
staff:

 What would you
have wanted more
of to make it
effective?
What would you
have wanted less
of?

DAAS- Division of Aging and Adult Services
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                     Group  Activity        DAAS  - Division of Aging and Adult Services Discuss a difficult  conversation you’ve  had with one of your  staff: • What would you  have wanted more  of to make it  effective ? • What would you  have wanted less  of?
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Section 3

Complete a Coaching Self Assessment for Strengths
|dentification & Areas for Development
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            Supervisor as Coach  Section 3  Complete a Coaching Self Assessment for Strengths  Identification & Areas for Development DAAS  - Division of Aging and Adult Services   
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What is a strengths-based
approach?

= Something that you’re good at
= What you are known for

= What comes easily to you

" Energizing, feels good

= Can be developed

= Can atrophy due to lack of use
= Drives performance

" Flow

DAAS - Division of Aging and Adult Services
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                              What is a strengths - based  approach?  Something that you’re good at  What you are known for  What comes easily to you  Energizing , feels good  Can be developed  Can atrophy due to lack of use  Drives performance  Flow         DAAS  - Division of Aging and Adult Services
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                                  Benefits of  strengths- based  approach on  work  performance   Decreased burnout & turnover   Increased Motivation   Better Managed Workload   Increased Productivity   Improved Team Performance DAAS  - Division of Aging and Adult Services
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The
strengths-
based
approach is
founded on
five core
principles:

It focuses on what is right, what is
working and what is strong.

Strengths are part of our basic human
nature; every person has them and
deserves respect for them.

Our areas of greatest potential are in the

areas of our greatest strengths.

We succeed by fixing our weaknesses
only when we are also making the most
of our strengths.

Using our strengths is the smallest thing
we can do to make the biggest
difference.

DAAS - Division of Aging and Adult Services
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Create an Action Plan

How can you leverage these strengths to coach staff

Strength to What are your next steps? What support do you need? How will you monitor your
Upgrade progress?

DAAS - Division of Aging and Adult Services
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Strength Action Planner

1 will use my coaching
conversation conference
planner to prepare for my.
next 1:1 conference with staff
to provide feedback.

1 can use my ability to listen effectively by using active and
reflective listening techniques to provide feedback about my
observations about areas where the person is doing well and
areas they can upgrade.

1 can use my ability to follow through on my commitments
and create trusting relationships to be able to provide
feedback in a non-threatening manner.

1 can leverage my strength of enthusiasm and ability to
encourage others to support them in my commitment to
improving areas they can upgrade.

1 will reach out with one of 1 will review my conference
my peersand ask them tobe  1:1 notes every Friday to
my accountability partner. | assess how 'm doing and
will also let my supervisor report my progress every
know about the strength I'm  Tuesday to my accountability
‘working on upgrading. partner and ask for feedback.

1will report my progress to
my supervisor and ask for
their feedback.
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= Look at the behaviors you
identified as your strengths,
prioritize and list your top B

Assessment strengths below.
Activity:

= How can you leverage these
strengths to coach your staff?

= According to your self
assessment, which skills or traits
were your lowest scores?

= Prioritize these in the order you
think are the most important for
you to improve to better coach
your staff-- list the 3 most

important.

\))
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                Look at the behaviors you  identified as your strengths,  prioritize and list your top 2 - 3  strengths below.  How can you leverage these  strengths to coach your staff?  According to your self - assessment, which skills or traits  were your lowest scores?   Prioritize these in the order you  think are the most important for  you to improve to better coach  your staff  -- list the 3 most  important. Assessment  Activity :     DAAS  - Division of Aging and Adult Services
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Supervisor as Coach
Section 4

Coaching
Strategies

for

Performance &
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