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When learners are registered on an apprenticeship/learn-
ership programme, the requirement is that they are ex-
posed to the practical task elements at the worksite. This 

has been a practice for many decades where an apprentice/learner 
is sent to a workplace to work under the supervision and mentor-
ship of an artisan. The artisan would have passed the same trade 
test that the apprentice/learner is studying for. The artisan would 
be a person who has the experience and knowledge as well as the 
ability to transfer his or her knowledge and experience to the ap-
prentice/learner.

When we read good old books, we find that a father teaches his son 
to do the work his father did. This is how we continue to pass skills 
from one generation to the next. Things have not changed much from 
those times, except we now pay the younger genera-
tion to learn from an experienced artisan.  

There are many other issues that have influenced 
the transfer of skills from one generation to the next; 
race, religion, age and gender to name a few. The 
biggest influence in my view is that the person who 
is expected to transfer the skill and knowledge is 
pressurised to deliver a service, and we do not equip 
the parties with the skills to support one another 
in the workplace. I will try and give some guidance 
that should ease the pain of skills and knowledge 
transfer.

I will call the person who has the skills and know- 
ledge, and who is referred to as a mentor, a ‘coach’. 
The person who is to learn, I will refer to as a ‘learner’. 

Before the transfer of any skill, the learner must 
be willing and able to acquire new skills, and the 
coach has to be willing to transfer his/her skills and 
knowledge to a learner. If this is not clarified up-front, 
no learning can take place. 

I have put together a process that can be used by 
a coach to assist in transferring skills and knowledge 
to a learner:
Step 1: Plan the coaching session 
You need to think about the coaching session you 
will be having with a learner – is it a new skill that 
the learner will be learning or will you be evaluating 
and checking a skill the learner has learnt from you?

Step 2: Review the coaching plan
In your review of a coaching plan, you need to think 
about how you will best transfer the skill and know-
ledge and ask yourself the following:
• Will I be able to explain the task in appropriate 

language while demonstrating it?
• Have I allowed sufficient time to match the 

learner’s needs? 
• Have I ensured compliance to health and safety 

regulations? 
• Have I planned the session in a logical se-

quence? 
• Do I have supplementary information to rein-

force learning needs? 
• Can I explain the task in relation to the broader 

context?

Step 3: Conduct a coaching session allowing 
for demonstration and practice
Remember you are experienced and have probably 
done the task a hundred times, but the learner needs 
extra time and guidance to master the skill. If you are 
under pressure to complete the task, then is prob-
ably not a good time to coach a learner, because 
coaching takes time and patience.

Step 4: Provide feedback to the learner
Provide the learner with feedback giving positives as 
well as negatives. If the learner did well tell him/her. 

If the learner struggles give him/her guidance and the opportunity to 
master the task.

Step 5: Conduct a self-evaluation 
Review your coaching performance and see where you could improve 
your coaching. 

Step 6: Allow for a learner feedback 
This step is probably one most of us neglect because we do not 
want negative feedback, but ask the learner about his/her coaching 
session. The answer may well provide you with a warm fuzzy feeling 
when you hear that your learner is, in fact, wanting to learn from you 
and is grateful.

Step 7: Review learners feedback
When you sit back and review what the learner said, this will start to 
provide you with guidance for transferring skills to a learner in the next 
coaching session.

Step 8: Review coaching session 
Did you meet the learner’s expectations? What would you change next 
time to help the learner?

Coaching is a rewarding experience and  if planned, it will reduce frus-
trations for you and learners.

Remember, you are only as good as your teacher. 
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