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Trainer/assessor guide

TAEDEL404
Mentor in the workplace

Welcome to this unit of study

This unit describes the skills and knowledge required to
establish and develop a professional mentoring
relationship with an individual in a workplace.

It applies to workplace supervisors or other work
colleagues who work under limited supervision and who
have responsibility for mentoring one or more individuals

in the workplace. This may include, but is not limited to,
those who mentor an apprentice or trainee employed by,
or undertaking a work placement within, an organisation.

It may be undertaken as:

»» part of a formal qualification nationally recognised
through the Australian Qualifications Framework (AQF)

» astand alone unit

» part of a formal skill set

© smallprint owns all copyright on its products as detailed in the Copyright Act 1968.
It does not issue licenses for reproduction of this material.



Contents

AbOUL this trainer/ass@SSOr SUIE ........occevieeiriieeirrieeireeetrreeteeest e te et ssees e e seses e seessessaesssessassesssesseessessensnessansnes 4
LEAINING FESOUICE.......eiieiiiieieiteete et et e et st e e st st e s et s et e st e s e st e e e e s sat s b e s ea e e e at e e st e e ate s s e s ent e s s e e st esssasntesanesstasnnesssasensess 5
Topic 1: DeVelop @ MENTOMNG PlAN c..oiiiiiieireriieeer ettt sttt ettt et b st s b e et e b s b et et ebesbebensenessessensen 5
Scope and boundaries of Mentoring relatioNSNIPS .......ccvevirireree ettt 5
Documenting the MeNtOriNG PlaN ....coviiiirieieeeeeer ettt sttt b e sttt sbesseebesbesaeesnensens 11

Ground rules and realistic EXPECLATIONS .....cvvivireieirereet ettt ettt e s e e s b et ese e ebesbeseneens 13
Maintaining CONFIAENTIAITY ....ovvviririeieereriee ettt sttt et sttt st sb et e e ebesbesbensenens 16

Check YOUT UNAEISTANGING ....coveviirieieiertinieietetertee ettt ettt st b e bbb bt e st e bbb et ebe s b e b et esesbesbenseneenis 19

Topic 2: Facilitate mentoring relatioNShIP ... ittt sttt st s s e b sbae s e e 21

Developing the learner’s confidence, self-esteem, respect and trust and sharing experiences and

KNOWIEAZE ...ttt sttt sttt sttt et b e sttt eb e st et et e b s b e st et e st s b e st et entebe st e ae st ebesbesbenbeneebesbensensenens 21
Developing skills in problem solving and decision Making .........c.ccvveeniiniinniniineceeneeens 25
Personal and professionNal NEIWOIKS.......ccvcieieiiireieisestet sttt st sae e etestesae e esestasseseesessassansanens 28
Providing information and SUIGANCE.......cveieiiirinieieeseriet ettt sttt st st e st stesae e ebestesaeneesesbessenseneas 31
Resolving differences without damaging the relationShip ... 34
Check YOUT UNAEISTANGING ....couiviirieieiertirieietriesteet ettt ettt ettt st be bbb et b s b b et ebe s b e bensesesbessenseneenes 43
Topic 3: Monitor Mentoring relatioNShIP ...ttt st sttt sb et et sre st et e sbesaaesenses 45
Planning assistance and SUIJANCE .....cccvivirieiririerieteese sttt sttt seste st st esesbestesaesesbesbessensesessessensaneas 45
Providing feedback t0 the MENTEE .....c.oviriierec et ettt ettt b e st et se st sbe s eneen 50
Changes in @ Mentoring relatioNSiP ... ittt sbe b eenes 53
Managing the closure of @ MEeNtOriNg arranNEEMENT........civuecveiriiriirieieeresreeeeeesressee e sressesesessessessesessessenses 55
Check YOUI UNAErSTANGING ....cocvvirieieiririeietststee ettt sttt sttt s e e st sbesbe s e s s ebesbensessesesbasensesessessensenseses 57
Topic 4: Evaluate effectiveness Of MENTOMING ..ottt sttt st sttt s b e e 59
Establishing the benefits gained from a MENtOriNg ProCeSS ....ovvivieireriirieiereeeeee et 59
Reporting the outcomes of @ MENtOriNg arraNEEMENT .....c.cveeviriirieieirerteeeeeerr e sresseeesesressesseseesessenses 63
Check YOUI UNAErSTANGING ....covvirieieiriirieietsestee ettt st st et et st st s et e s st e st e s e s e ebe st ensessesesbasensesessessensensoses 67
RETEIEINMCES. .. ettt b e bbbt R bR b e Rt n et n et r e 69
ASSESSMENT WOIKDOOK ...ttt s bbb e b e b sssssn s s ssnssnsnsnnenis 71
UNIE INFOIMIGTION .ttt st b e skttt b et be bt s beb et e b e st st eb et b et bebe b ebenesbeneeas 73
What is competency-Dased aSSESSIMENT? ...c.ciiiiiiiieieirereetse ettt st e e b st te e sesbesbe s esesbesbensenens 74
How will My cOmMpPetenCy D @SSESSEA?.....cciiiiieireree ettt sttt b e sttt st be bt 75
ASSESSMENT AGIEEIMENT ..c..iiiiiiiiiiiiiiii ittt bbbt sb e s bt e s b e bs e s b e sbbesat e sbbesbbesabesanesanesuneens 76
FOUNAtioN SKillS CRECKIIST.....eiuirieieeeereee ettt ettt et na e 77
SKIllS FECOGNILION.....eieiieeeeeeeece ettt ettt s ee st s ae st s s s s e s e e s e st e e s ee st s ae st s aesseesaessnesnessnes 78
Topic 1: Develop @ MENTOMING PlaN .oociiiiiietee ettt sttt ettt e b st sbe et e bestesase s esbesaaensanses 79
Topic 2: Facilitate mentoring relatioNShiP ...ttt sb e s 80
Topic 3: Monitor Mentoring relatioNSIP .o ittt sttt s st e b b e 81
Topic 4: Evaluate effectiveness Of MENTOTING oottt ettt st 82

TAEDEL404: Mentor in the workplace (Trainer/assessor guide)
© smallprint V5 Jul 2019



KNOWIEAZE QUESTIONS ....coeeiiiiiiieeiceeteeteseteetesat e ee st s e ste st st e sae st e s sae st esae s st essassensessesssntesssessnsesssasensesssessnsesssanen

Topic 1: DeVelop @ MENTOMINEG PlAN .ottt sttt sttt sttt e s b st e e e e sbesbe e e e sbesbenseneesenes 84
Topic 2: Facilitate mentoring relatioNShiP ..ottt ettt beeen 88
Topic 3: Monitor Mentoring relatioNShiP ... ettt ettt b b s 93
Topic 4: Evaluate effectiveness Of MENTOMING ..ccvciiiiiiieieisere sttt se s b sasseneesessensan 97
Topic 5: SPecific KNOWIEAEE @VIAENCE .....c.ceiieireiieree ettt 101
PErfOrMMANCE tASKS.c..couiiiieieicetetectete ettt sttt s b e s a e b e b et et et et e at et et et st e Rt et et e e ene s 108
Third party evidence cOlleCtion agrEEMENT ......civiiviiirireietrereet ettt ettt s e b e e sbesbe e e e eneene 109
Topic 1: Develop @ MENTOMING PlAN oottt ettt sttt et st e b e sbe s b et e e ebesbesbe e enesseee 110
Topic 2: Facilitate mentoring relatioNSIP .....c.co ettt 112
Topic 3: Monitor Mentoring relatioNSNIP c...o i ittt ettt e b e st st eab e s e sbesseenee 114
Topic 4: Evaluate effectiveness Of MENTOMING ...cvoiiiiririiereee ettt s be st ne e enene 115
COMPIELION FECONT... ettt ettt et st e s e st e s e st s e e e s se s seesne s seessae s ssessasssssessnssstessessestanseessntesssessnses 116
L LTy 4 =T o] T o= OO PSSRSO PTSTRPRR 117
Trainer/ assesSOr USEr INSTIUCLIONS .....c..civiiiiiiiiiniiiiiit et ssbs s ssbe s e ssbesabesbesaassbesabes 119

TAEDEL404: Mentor in the workplace (Trainer/assessor guide)
© smallprint V5 Jul 2019



About this trainer/assessor guide

Learning resource

The learning resource is divided into the following topics:
»»  Develop a mentoring plan

»»  Facilitate mentoring relationship

»»  Monitor mentoring relationship

»»  Evaluate effectiveness of mentoring

Each topic provides information to help you gain the skills and knowledge required to perform the work tasks to which they
refer. Read the information and practise the skills described. You should also take the opportunity to undertake additional
independent research. Your trainer/assessor may also provide supplementary information including interpretation of the

contents of this resource.

At the end of each topic is:
»  asetof true or false questions

»»  aset of multiple choice questions

These questions provide an opportunity to check your understanding and progress. They are self-marking and do not form

part of the assessment for the unit.

Assessment workbook

To have this unit recognised as a formal qualification you need to have your skills and knowledge assessed. The assessment
workbook provides:

»» information on competency-based assessment

»»  instructions on how you will be assessed

»  assessment tools to assess your competence

» instructions on how to complete the assessment tasks within each assessment tool

To be assessed as competent you need to provide evidence that you have the skills and knowledge to undertake the
requirements of this unit. This assessment of competency is made by a qualified trainer/assessor from a registered training
organisation. You must complete all the assessments as directed by your trainer/assessor to the required standard. It is not
necessary to work through the guide in the order in which it is written. However this is at the discretion of your trainer/

assessor.

Disclaimer

Information contained in this resource is drawn from sources believed to be reliable. The firm, its employees, agents and
contractors do not warrant the correctness of the sources used and accept no responsibility to any person for any errors or

omissions or for any loss or damage howsoever caused from the use of this resource.
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