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I  Vocational Qualification Level is determined as Level 5 in the octal (8) level matrix.
TERMS, SYMBOLS AND ABBREVIATIONS

BODY LANGUAGE: Physical communication during interaction between individuals such as face expressions, gestures, looks, the way of using the head, arms, legs, posture, tone of the voice and speech,

VISUALIZING:  Ensuring that the client experiences the target moment by means of using appropriate coaching techniques,

EFFECTIVE LISTENING: Receiving verbal and nonverbal messages from expressions of the client and communicating them back to the client through feedbacks and reflecting,

CONFIDENTIALITY POLICY:  Not disclosing the personal or corporate private information obtained with client during the process of coaching to third persons without consent of the client,

INTERVIEW: Each session held while providing coaching services,

POWERFUL QUESTIONS:  Questions leading the client to discover, act, and think during development and solution seeking process,

ISCO:  International Standard Classification of Occupations,

ISG (WHS):  Occupational Health & Safety, 

COACHING AGENDA:   Each of the subjects a client wants to talk about and clarify,

COACHING SERVICE: Planned development relationship established between a coach and client in order to reach the desired performance and satisfaction in life,

METAPHOR: A concept used beyond its real meaning as a result of establishing relevance and drawing an analogy in order to show the influence  phrases and ensure that they are understood easily,

CLIENT: Person who receives coaching service,

VISION EXERCISE: Coaching exercise aimed at making an individual describe conditions and circumstances he/ she desires for the future by using visualizing and other relevant techniques,

CIRCLE OF LIFE: Coaching tool used to describe living spaces of a client.
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1. INTRODUCTION

National occupational standard of Coach (Level 6) was prepared by Coaching Platform Association (CPA) and International Professional Coaching Association (UPCA) assigned by MYK according to provisions of Vocational Qualification Authority Law (MYK) no. 5544 and “Regulation on Preparation of National Occupational Standards” and “Regulation on Establishment, Duty, Working, Procedures and Principles of Sector Committees of Vocational Qualification Authority” issued in accordance with mentioned Law.
National occupational standard of Coach (Level 6), was evaluated by taking relevant institutions and organizations opinions in the sector, after having examined by MYK Work and Sector Management Committee and approved by MYK Board of Management.

2. INTRODUCTION OF THE OCCUPATION

2.1. Definition of the Occupation

Coach (Level 6) is the qualified person, who executes work organization and process starting activities of coaching processes, carries out coaching process, and ensures her/his personal professional development within frame of relevant legal processes, quality norms, and service procedures.

Coach (Level 6) carries out the works of increasing awareness, development, and solution options of and supports such efforts of clients for ensuring them realize personal and professional potentials.

2.2. Place of the Occupation in International Classification System

ISCO 08:  2635 (Professional occupation members of to social and consultancy services)

2.3. Regulations on Health, Safety and Environment

Environmental Law No. 2872

Social Security and General Health Insurance Law No.5510 

Law No. 6331 on Occupational Health and Security

Bylaw dd. 22.05.2002 and No. 24762 on First Aid.

Besides, it is essential to obey other current legislations, laws, statutory rules and by-laws on OHS and environment and performing risk analysis on the subject.

2.4. Other Legislation Related to the Occupation

Law No. 4077 on Protection of Consumers 

Labor Law No. 4857

Bylaw dd. 19.3.2013 and No. 28592 on Private Employment Offices

Furthermore, it is essential to obey other legislation regarding the occupation.

2.5. Working Environment and Conditions

Coach (Level 6) mostly works in office and indoor environments.  S/he works as professional, in general. Her/his clients may be individuals and / or corporate. Risk of occupational diseases and work accident associated to the occupation is small. Due to work requirements and customer demands it can be necessary to take a trip.

2.6. Other Requirements Regarding the Occupation

There is no other requirement regarding occupation.

3. OCCUPATIONAL PROFILE

3.1. Duties, Tasks and Performance Criteria

	Tasks
	Actions
	Performance Criteria

	Code
	Name
	Code
	Name
	Code
	Description

	A
	Ensuring OHS and environmental safety
	A.1
	To follow safe work and personal security methods
	A.1.1
	Uses the tools, supplies and equipment in accordance with the instructions, workplace procedures and safety practices.

	
	
	
	
	A.1.2
	Applies basic emergency procedures in case of negative conditions occurred in the workplace like accident, injury and etc.

	
	
	
	
	A.1.3
	Contributes to keeping the workplace away from hazards.

	
	
	
	
	A.1.4
	Provides necessary precautions to be taken according to the relevant legislation and standards for the cases arising from workplace activities and the cases that may endanger occupational health.

	
	
	A.2
	To assess the risks
	A.2.1
	Follows the workplace procedures for controlling the risks.

	
	
	
	
	A.2.2
	Determines and reports the risk factors he/she faces or risks he/she may face.

	
	
	A.3
	Carries out the emergency procedures.
	A.3.1
	Acts properly according to the exit or escape procedures in case of emergency.

	
	
	
	
	A.3.2
	Contributes to the periodical trainings, practices and implementations about emergency exit or escape.

	
	
	A.4
	To apply environmental protection standards and procedures.
	A.4.1
	Provides the environmental wastes and recyclable materials occurred in the workplace to be transferred to the right place.

	
	
	
	
	A.4.2
	Attends trainings or activities performed for the protection and improvement of environmental quality.


	Tasks
	Actions
	Performance Criteria

	Code
	Name
	Code
	Name
	Code
	Description

	B
	Organizing the work (continues)
	B.1
	Verdiği hizmetleri tanıtmak
	B.1.1
	Makes his/her profession, himself/herself and his/her services visible in digital and printed media; according to product range and area of activity.

	
	
	
	
	B.1.2
	Promotes his/ her occupation and services in face to face interviews with potential clients based on the requirements of clients and provided services.

	
	
	
	
	B.1.3
	Prepares promotional documents in accordance with the target group, product range and activity fields (brochures, leaflets, business cards, presentations, internet site, etc.).

	
	
	
	
	B.1.4
	Establishes the relationship network through organizations such as meetings, fairs, congress, etc. based on his/her proficiency, experiences and the profile of participants.

	
	
	B.2
	Koçluk hizmeti için teklif ve sözleşme sürecini yürütmek
	B.2.1
	Organizes pre-interviews in order to obtain information on demands and general characteristics of the client 

	
	
	
	
	B.2.2
	Determines terms such as service conditions, financial aspects, feasible timing, targets, delays and cancellation conditions, place, content and principles during pre-interviews. 

	
	
	
	
	B.2.3
	Prepares a written offer based on pre-determined subjects in accordance with financial and legal rules. 

	
	
	
	
	B.2.4
	Makes the required changes upon receiving confirmation on conditions from the party receiving services

	
	
	
	
	B.2.5
	Prepares the contract in accordance with the content and financial, legal rules mutually agreed based on the offer. 

	
	
	
	
	B.2.6
	Signs the contract upon receiving confirmation of the contractual party/ parties.  


	Tasks
	Actions
	Performance Criteria

	Code
	Name
	Code
	Name
	Code
	Description

	B
	Organizing the work (continues)
	B.3
	Making business program
	B.3.1
	Determines working hours based on his/her personal schedule and clients` conditions. 

	
	
	
	
	B.3.2
	Makes a schedule for interviews and other coaching activities based on contractual conditions signed with clients 

	
	
	B.4
	Organizing working environment and materials 
	B.4.1
	Organizes the working environment in accordance with the coaching activities to be carried out.

	
	
	
	
	B.4.2
	Makes working materials (visual, printed materials, technical equipment, etc.) available in the working environment in accordance with the coaching activities to be carried out. 

	
	
	B.5
	Keeping records of service processes
	B.5.1
	Creates his/her own recording system including offers, interviews, clients, reports, questionnaires, complaints, contracts relates with service processes. 

	
	
	
	
	B.5.2
	Keeps records of information and documents on service processes in accordance with the recording system. 

	
	
	
	
	B.5.3
	Takes backups of records and archives them in accordance with the system he/she creates. 


	Tasks
	Actions
	Performance Criteria

	Code
	Name
	Code
	Name
	Code
	Description

	B
	Organizing the work
	B.6
	Ensuring the security of clients` information
	B.6.1
	Determines confidentiality policies on coaching services in accordance with personal and privacy rights, legal rules and occupational principles. 

	
	
	
	
	B.6.2
	Sets forth confidentiality policies in the contract. 

	
	
	
	
	B.6.3
	Tales digital and printed security measures for customer information within the scope of confidentiality. 

	
	
	
	
	B.6.4
	Destroys expired digital and printed documents within the scope of confidentiality agreement such that confidentiality is preserved. 

	
	
	B.7
	Carrying out financial procedures
	B.7.1
	Determines financial value of a service based on proficiency level, parties receiving services and market conditions 

	
	
	
	
	B.7.2
	Determined the budget and payment terms for the service provided in accordance with the clients` conditions and nature of the service.  

	
	
	
	
	B.7.3
	Carries out invoicing and taxation procedures of the provided service in accordance with the legislation. 

	
	
	
	
	B.7.4
	Ensures that records are kept for financial procedures in accordance with the law. 


	Tasks
	Actions
	Performance Criteria

	Code
	Name
	Code
	Name
	Code
	Description

	C
	Initiating coaching process
	C.1
	Establishing coaching relationship
	C.1.1
	Uses effective listening method in his/ her relationship with the client. 

	
	
	
	
	C.1.2
	Analyses messages given by client through body language. 

	
	
	
	
	C.1.3
	Uses body language in accordance with his/her objectives in the process of coaching. 

	
	
	
	
	C.1.4
	As powerful questions in accordance with the objectives of the coaching agenda. 

	
	
	
	
	C.1.5
	Provides feedback on messages given by client in accordance with the objectives. 

	
	
	C.2
	Knowing the client
	C.2.1
	Collects information on client in accordance with the objectives using interview and information collecting methods. 

	
	
	
	
	C.2.2
	Collects information on corporate clients from the relevant corporate resources. 

	
	
	
	
	C.2.3
	Uses coaching tools and techniques for getting to know the client (circle of life, visualizing, vision exercise, etc.) 

	
	
	
	
	C.2.4
	Creates a customer profile using information obtained on characteristics of the client (learning style, learning barriers, approach, strengths and weaknesses, opportunities, risk areas, values, etc.)  

	
	
	
	
	C.2.5
	Determines whether a client has different service requirements and recommends the relevant professionals. 

	
	
	C.3
	Making coaching agreement
	C.3.1
	Reaches an agreement with the client on the main theme, development areas, working conditions (date, place, number of interviews, etc.)

	
	
	
	
	C.3.2
	Informs the content of the agreement to client verbally/ in writing.  


	Tasks
	Actions
	Performance Criteria

	Code
	Name
	Code
	Name
	Code
	Description

	D
	Carrying out coaching process
(To be continued)
	D.1
	Providing support to client in determining objectives
	D.1.1
	Provides assistance to clients in determining the agenda of interviews. 

	
	
	
	
	D.1.2
	Supports clients in determining objectives in accordance with the content of the interview agenda using appropriate methods. 

	
	
	D.2
	Supporting client in creating an action plan 
	D.2.1
	Ensures that client determines activities required for achieving the target in accordance with the conditions and targets of the client using appropriate techniques and methods. 

	
	
	
	
	D.2.2
	Ensures that client puts action steps in order in accordance with the priorities. 

	
	
	
	
	D.2.3
	Supports determination of the client in implementing the action plan and taking the first step using appropriate techniques 

	
	
	D.3
	Ensuring that customer takes actions
	D.3.1
	Provides support to client in implementing the action plan using scheduling based on pre-determined steps, obtaining a promise, assigning tasks and follow-up methods. 

	
	
	
	
	D.3.2
	Supports the client in improving self-confidence using methods and techniques such as good example review, reminding past accomplishments, imaging the success when target is reached. 

	
	
	
	
	D.3.3
	Supports client in modifying the target and action plan in accordance with the changes in conditions and expectations.  


	Tasks
	Actions
	Performance Criteria

	Code
	Name
	Code
	Name
	Code
	Description

	D
	Carrying out coaching process
	D.4
	Monitoring improvement process of the client
	D.4.1
	Makes an evaluation with the client in the beginning of each session based on steps in the action plan in subjects such as decisions taken in the previous session, achieved results, if any, outcomes of assigned tasks, commitment to the objective and motivation. 

	
	
	
	
	D.4.2
	Makes interim evaluations in the course of the process on subjects such as theme of the client and validity of objectives, progress, and the status of benefiting from coaching process and attendance, whether changes are required to be made in coaching methods. 

	
	
	D.5
	Finalizing the coaching process
	D.5.1
	Receives feedback from the client based on the request/ in case of termination  of the coaching process before the expiry of the term specified under the contract by any reason arising in connection with the client (financial, psychological reasons and for the motivation of client of by coach)  

	
	
	
	
	D.5.2
	Carries out an evaluation with the client on achievement of the content, target and action plan determined in connection with the coaching process. 


	Tasks
	Actions
	Performance Criteria

	Code
	Name
	Code
	Name
	Code
	Description

	E
	Achieving the quality in coaching services
	E.1
	Monitoring the provided services
	E.1.1
	Record the information on the type of coaching services provided, clients, total number of hours, etc.  

	
	
	
	
	E.1.2
	Comes to conclusions with respect to self-development by comparing occupational targets and recorded outcomes. 

	
	
	
	
	E.1.3
	Uses outcomes with the purpose of occupational development and improvement of service processes. 

	
	
	E.2
	Self-evaluation
	E.2.1
	Assesses self- performance at the end of each session based on the agenda of the interview and targets

	
	
	
	
	E.2.2
	Assesses self-performance at the end of the coaching process in accordance with the development of clients. 


	Tasks
	Actions
	Performance Criteria

	Code
	Name
	Code
	Name
	Code
	Description

	F
	Carrying out occupational development activities

	F.1
	Achieving personal occupational development 
	F.1.1
	Follows and participates in training programs organizes by the relevant organizations on occupational matters in accordance with his/ her training requirements. 

	
	
	
	
	F.1.2
	Follows the developments in his/her occupation and specialization from the relevant resources and used them in his/her efforts. 

	
	
	
	
	F.1.3
	Follows the developments in regulations and standards concerning his/her occupation and uses them in his/her efforts. 

	
	
	
	
	F.1.4
	Plans and implements his/her occupational development in the short and long-term based on personal career targets. 

	
	
	F.2
	Providing contribution to colleagues in their occupational development
	F.2.1
	Shares information on his/her method of working and experiences with his/her colleagues. 

	
	
	
	
	F.2.2
	Provides opinion on occupational principles related with the coaching services, subjects and coaching process upon request of colleagues. 


3.2. Tools, Appliances and Equipment Used

1. Agenda

2. Computer and basic office software

3. Communication tools (phone, tele-conference systems, fax, telex, wireless internet connection, modem vb.)

4. Stationery Supplies

5. Coaching record and assessment tools (Scale, questionnaire, inventory, information forms, etc.)

6. Office tools (photocopier, projection device, paper shredder, calculator, cabinet w/locking system)

7. Optical / digital recording and shooting devices (video camera, DVD, etc.)

3.3. Knowledge & Skills

1. Ability of analyzing

2. Knowledge and ability of conducting research

3. Basic knowledge and ability of using information technology devices

4. Knowledge and ability of preparing action plan

5. Ability of analyzing the needs

6. Knowledge and ability of communication

7. Knowledge of quality

8. Knowledge and ability of using resources

9. Knowledge of coaching ethics and principles

10. Knowledge of coaching method and techniques

11. Ability of using metaphor

12. Ability of applying coaching methods which are suitable to client’s objectives and needs

13. Knowledge and ability of using case studies

14. Knowledge and skill of planning

15. Ability and knowledge of problem solving

16. Knowledge of reporting

17. Stress management ability

18. Knowledge of basic behavioral sciences

19. Knowledge of basic documentation

20. Knowledge of basic business administration

21. Knowledge of using basic personality assessment tools

22. Skills of time management

3.4. Attitudes and Behaviors

1. Not to make discrimination in terms of religion, language, cult, political opinion, gender, etc.

2. To comply with OHS and environmental protection measures

3. To comply with professional ethics and rules

4. To ensure security of clients` information

5. To establish empathy with the client

6. To be respectful and transparent to the client

7. Not to direct the client in line with her/his own ideas

8. To care about the client and believe in “change and development” without prejudice

9. Not to judge the client

10. To care about rights of client

4. TESTING, ASSESSMENT AND CERTIFICATION

Testing and assessment for certification with respect to national qualifications based on Coach (Level 6) occupational Standard shall be held in written and/or oral forms, theoretically and practically, in testing and assessment centers where required conditions are met.

Testing and assessment method and practice principles shall be detailed with national qualifications to be drawn up pursuant to this occupational standard. Activities regarding testing, assessment and certification shall be conducted within the framework of Vocational Qualification Authority, Testing and Certification Regulation.

Note:   This part shall not be published in the Official Gazette.  It will be published in VQA website only.
ANNEX:  Institutions participated in the Occupational Standard Preparation Process

1. Vocational Standard Work Group Members
Çağlar Çabuk, Çağlar Çabuk Training and Management Services-Trainer, Professional Coach 

Fatoş Somsa, Professional Coach, President, Association of Coaching Platform

Funda Etan, Trainer, Professional Coach, CPA Member
Gürkan Sarıoğlu, Professional Coach, Serendipity Coaching 

Işık Taçoğlu, Coach and Career Consultant, IMETAC Training

Nur Velidedeoğlu Kavuncu, Psychologist, President, International Professional Coaching Association 

Özlem Çalkın, Financing & Accounting Manager, Sabic Inovativ Plastics

Selda Dakak Ekinli, Professional Coach 

Şebnem Ergül, Exchange Market Consultant, BIST
Umut Ahmet Tarakçı, President / Consultant, House of Human Coaching & Consultancy
2. People, Institutions, and Organizations Asked for Opinion,

Ankara Chamber of Industry 

State Personnel Administration

Turkish Confederation of Revolutionary Trade Unions 

Aegean Region Chamber of Industry (EBSO) 

Gazi University, Institute of Social Sciences

Hacettepe University, School of Economics and Business Administration  

Hak-İş Trade Union Confederation

Istanbul Chamber of Industry

Career Consultancy and Human Resources Development Association 

Kariyer.net
Small and Medium Industry Development and Supporting Administration (KOSGEB) 

Marmara Üniversitesi İktisadi ve İdari Bilimler Fakültesi
Professional Education and Small Industry Supporting Foundation

Middle East Technical University, School of Economics and Business Administration  

Hacettepe University, School of Economics and Business Administration 

Association of Private Employment Offices

Associations of Professional Consultants 

Ministry of Family & Social Policies, Dir.Gen. of Disabled & Elderly Services

Prime Ministry, Department of Administration development

Ministry of Science Industry and Technology, Department of Personnel

T. R. Ministry of Labour & Social Security, Center For Labour & Social Security Training and Research, ÇASGEM

Ministry of Labor & Social Security, General Directorate of Occupational Health and Safety

Ministry of Customs and Trade, Personnel Department

Ministry of Education, Presidency of Education and Morality Board

Ministry of National Education, General Directorate of Technical Education for Boys

Ministry of National Education, General Directorate of Vocational and Technical Education

Ministry of National Education, General Directorate of Innovations and Education Technologies 

Turkish Accreditation Institute

Confederation of Turkish Tradesmen and Craftsmen - TESK 

Turkish Exporters Assembly

Turkey Human Resources Management Association 

Turkish Statistics Institution

Turkish labor Authority (Department of Work and Profession Consultancy) 

Turkish Confederation of Trade Unions

Turkish Confederation of Employer Associations 

Turkish Quality Association

Turkish Union of Chambers and Exchange Commodities -TOBB 

Association of Management Consultants 

Board of Higher Education (YOK)

3. Sector Committee Members and Experts

Fehmi YERLİKAYA,
President, Ministry of National Education

İbrahim BİLDİK,
Deputy President, Turkish Trade Unions Confederation

H.Tülay ALPMAN,
Member, Ministry of Labor and Social Security

İlhan ERTÜRK,
Ministry of Science Industry and Technology 

Prof. Dr. Ömer TORLAK,
Member, Board of Higher Education (YOK) 

Zahit GÖNENCAN,
Member, Hak-İş Trade Union Confederation

Can Özgür YARDIMCI,
Member, Turkish Confederation of Employer Associations

Ahmet ŞAĞAR,
Member, Turkish Union of Chambers and Exchange Commodities -TOBB

Ersin ARTANTAŞ,
Member, Confederation of Turkish Tradesmen and Craftsmen - TESK

Özgün Millioğulları KAYA
Member, Revolutionary Trade Unions Confederation - DISK

Süleyman ARIKBOĞA,
Member, Vocational Qualification Authority

Firuzan SİLAHŞÖR,
Acting Vice President, Vocational Qualifications Authority

Fatma GÖKMEN,
Sector Committee Representative, Ministry of Family & Social Policies, Dir.Gen. of Disabled & Elderly Services

4. VQA Executive Board

Bayram AKBAŞ,
President (Repr. Of Ministry of Labor and social Security) 

Doç. Dr. Ömer AÇIKGÖZ,
Vice President (Ministry of Education)

Prof. Dr. Mahmut ÖZER,
Member (Board of Higher Education)

Bendevi PALANDÖKEN,
Member (Professional Associations)

Dr. Osman YILDIZ,
Member (Trade Unions Confederations)

Mustafa DEMİR,
Member (Employer Unions Confederations)












