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OVERVIEW
Thank you for accepting the workplace mentor role for an apprentice completing an Apprenticeship.  This is both a challenging and rewarding role that we are sure you will relish.

Mentoring/coaching is a process of building a working environment and relationship that assists in developing skills and work performance.   Your valuable experience and knowledge is vital to help the Apprentice master the skills and experiences they need to complete their Apprenticeship.
Ideally a coach or mentor should be an active partner in the learning process.   He/she will help the learner focus on improving performance by providing a supportive and confidence building atmosphere.   Communication and patience are great virtues in a coach as he/she helps the apprentice identify a set of best practices by which to approach a given situation.

Learning styles vary, but a general process for coaching is as follows:  

· Prepare the learner by clearly identifying the task to be accomplished and identifying what knowledge the learner already has

· Provide demonstration of the task

· Allow the learner opportunity to attempt and practice the task themselves

· Provide follow up and feedback on performance

Educational Services & Consultants Pty Ltd is also a partner in the training process.  If you have any queries or problems, please call us so we can assist you in the completion of this apprenticeship.

Thank you and good luck.



ROLES AND RESPONSIBILITIES

Workplace Mentor

· Help the apprentice master skills that are in your own area of expertise

· Direct the apprentice to alternative sources of information where appropriate

· Provide training resources and access to company policies and procedures

· Track the apprentice’s progress through the units of the apprenticeship

· Assess the apprentice to ensure he/she meets the Units of Competence for his/her apprenticeship and sign off in the Evidence Log 

· Motivate the apprentice to complete his/her learning requirements

· Provide feedback on the apprentice’s performance

Training Provider
· Assist the apprentice and workplace mentor in developing a training plan

· Track the apprentice’s progress

· Provide support to both mentor and apprentice with any difficulties that may be encountered

· Conduct the final assessment and complete the verification of competency 

· Provide feedback on performance

· Maintain the administrative paperwork

· Resolve any difficulties with the New Apprenticeships Centre

Apprentice
· Allocate time to complete learning activities

· Consult with mentor for assistance with training needs

· Make arrangements with mentor for assessments in each unit of learning

· Collate a portfolio of evidence that demonstrates competency in each unit

· Ask questions and request feedback from mentor and training consultant

· STAY MOTIVATED

ASSESSMENT - SOME KEY POINTS
After an apprentice has been taught a new skill he/she has to prove that he/she has gained the knowledge or can perform that skill by him/herself under different circumstances.

This will require you to observe the apprentice perform allocated tasks and for you to be certain that they have the ability to continually perform that task.  Alternatively you may have to ask the apprentice questions to determine whether he/she has the knowledge to perform that task.

Being competent means being able to perform a skill or demonstrate knowledge of a skill to the standard required in your workplace.  To make a fair assessment you need to know what actions are involved in the competent performance of a task.  These specific actions are called performance criteria.

Defining performance criteria makes your job more objective and provides a good basis for feedback with the apprentice.  All of our Learner assessment units have Assessment Elements, Evidence Guides and a Range of Variables identified for each unit of competency to make your job a little easier.  These assessment tools are meant as a guide and are by no means prescriptive.  They are to provide you with possible assessment criteria.

Apprentices require feedback on their progress to identify areas that they need to improve on.  Positive feedback on their skills will boost their confidence and encourage them to improve their performance.  When delivering less positive feedback, it is a good idea to couple this with some positive feedback on other areas of their work.

It is important to plan your assessment prior to conducting it to ensure the apprentice has a clear idea of what you require of him/her and how you expect the assessment to be performed.  Identify some questions that you feel will confirm the apprentice’s competence and assist you in the process.

DEVELOPING A LEARNING PROGRAM

Checklist

· Allocate time when you can accommodate the apprentice.

· Ensure management is supportive of the process.

· Let other staff know what the apprentice is expected to do.

· Familiarise yourself with the Learner assessment unit and Training Plan.

· Identify skills that can be assessed first.

· Identify any Elements that will be difficult to achieve in the workplace.

· Discuss any problems with the Training Consultant from Educational Services & Consultant Pty Ltd.

· Plan opportunities for the apprentice to practice the Elements of the Apprenticeship or Training unit.
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