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Third Sector Peer Coaching Programme for Learning and Skills 

Peer Coach Job Description

Underlying Principles

The Coaching Relationship

Successful coaching involves the development of relationships based on trust, mutual respect and confidentiality, to support goal setting and achievement within a clearly defined time frame.  The coaching relationship is characterised by listening, discussion, valuing clients’
 opinions and experience, focussing, challenging, encouraging forward thinking and planning, giving advice and appropriate referral to other sources of information and support. 

In order for coaching to be effective, clients must be willing and active participants, prepared to try out strategies, seek solutions and learn by doing rather than relying on the coach to act for them.

Code of Ethics

Peer Coaches are expected to:

· direct their work to the best advantage of their client;

· maintain personal and organisational confidentiality as agreed with the client, both during and after the coaching period;  
· disclose information only where explicitly agreed with the client, unless the coach believes that there is convincing evidence of serious danger to their client or others if the information is withheld;
· be aware of potential conflicts of interest, either personal or professional, and deal with these quickly and effectively to avoid any detriment to their client;

· be aware of their own level of knowledge and competence and operate within it; seek information, advice and support and be prepared to learn in order to meet their client’s needs; refer their client to other sources of information or support where necessary; and

· comply with legislation and best practice in relation to health and safety, equality and diversity, and other relevant issues; not encourage, assist or collude with others engaged in conduct which is dishonest, unlawful, unprofessional or discriminatory.
Tasks and Expectations
The Coaching Role 

Peer Coaches are expected to:

· make contact with the client, hold a first meeting to establish the coaching relationship, explore the organisational contexts, and formally contract with the client;

· work with the client to identify realistic goals and draw up an agreed Action Plan for the allocated time;

· work with the client to carry out the Action Plan, through: 

· eliciting, listening and responding to their views and experiences; 

· clarifying and focussing; 

· informing and signposting about requirements and frameworks;

· advising and guiding on possible actions and strategies;

· challenging, encouraging and facilitating active learning and development; and

· reviewing, summarising, keeping on track;

· seek and respond to the client’s feedback on the quality of the 

support; and

· have a final discussion with the client in order to reflect on the work done and help the client identify next steps for themselves and their organisation.

Work with NIACE

Peer Coaches are expected to:

· attend the induction meeting on 30th September and other staff development/training opportunities provided by NIACE;

· submit an Action Plan which has been agreed with the client, to NIACE for each separate coaching arrangement;

· keep a record of each contact made, summarising actions, issues raised and agreements made with client;

· manage the time allocated to them appropriately;

· alert NIACE as soon as possible to any problems or concerns;

· informally engage with the Peer Coaching team, including sharing ideas and materials, and using the Team moodle;
· submit a Final Report to NIACE to sign off each separate mentoring arrangement; and

· respond to requests for evaluative feedback of the Programme from NIACE.

What NIACE Will Do

Peer Coaches can expect that NIACE will:

· provide appropriate induction training and materials;

· explain the administrative and reporting processes;

· process providers’ requests for coaching support impartially and efficiently;

· allocate consultancy contracts (normally 2 days per client) to Peer Coaches as equitably as possible, based on demand, proximity and any special requirements;

· use the Team moodle so Peer Coaches can support each other and share experiences;

· gather and feed back evaluation information from clients in an impartial, clear and supportive way;

· respond to Peer Coaches’ requests for help as quickly and constructively as possible; 

· process payments efficiently; and

· monitor and evaluate the whole Third Sector Peer Coaching programme, taking into account the views of Peer Coaches and clients.  
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� In this document “client” refers to the individual being coached, in his/her work role within the Third Sector learning provider.






