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What You May Expect of the Coaching Experience

What You May Expect Before Our First Session

The”coaching experience “begins the moment you make a commitment to your first session. Many clients report one or more of the following experiences prior to this session:

· Curiosity

· Doubt

· Excitement

· Unexpected negative feelings about the process

· Unexpected positive feelings about the process

· Uncertainty about this whole coaching idea

  All of these symptoms are normal and expected, AND is a sign that you are ready to make major positive shifts.

 What You Can Expect of Yourself and the Coaching Experience
   Just as if you were to read an exciting book, it is sometimes best not to know what exactly is ahead of you. 

   It is up to you to let me know of the results that you want our sessions to accomplish for you. 

   It is up to me to plan steps to take you to those results.

   It is up to us together to make sure the steps are taken and all necessary adjustments are made as we go along.

   Our sessions are used to debrief on past assignments, ask and answer questions, strategize, and set up next steps.

In my experience, almost every client will go though some periods of feeling completely invincible and other periods of        feeling fearful, doubtful, tired, or resentful of the whole process. I personally get excited to see ALL of theses times because they all form part of the growth cycle.

To you, some time periods may feel great, other times you would do without.

Overall, however, the growth curve WILL BE POSITIVE. 

Many clients report some or all of the following:

· Increased earnings,

· Better use of time

· Better physical shape

· Better relationships

· More sales and/or more customers

· Better Health

· More free time

And always – an overall huge increase in their sense of control and peace of mind!

What I would like to Ask of You
Timeliness

It is important for us to keep our appointments, for your benefit as well as the benefit of my other clients.24-hour notice is required to cancel an appointment; I reserve the right to charge for the session cancelled with less than 24-hours notice. If you are delayed for an appointment, please let me know by calling (404) 307-4780, and leaving a message. I do my best to schedule clients with enough buffer 
time on ether side of an appointment.

Completion of Assignments

It is up to you to complete assignments as given. Whenever possible, I would appreciate getting your assignment at least 2 hours before the appointment, so I can review the material before we speak. Prep sheets are a must. (My experience has shown that non-prepped calls do not produce the value as prepped calls.  Clients who get their assignments completed outside of our session get far more out of the coaching program.  

Fees

Your coaching fees are due before the 5th of the month, and are payable by check or money order and mailed to the address at the top of this agreement.   When fees are agreed to and paid on time, we can then focus our sessions on the real task at hand – Getting results. The fees for coaching are established at the beginning of our coaching relationship. I reserve the right to raise fees. Either party may cancel this agreement at any time upon thirty day written notice.  Cancellation must be in writing, fax or email.  Payment made for current month shall be considered full payment for coaching agreement and is non-refundable.  In the event of fees owed at time of cancellation, full payment is due and payable. 
Feedback
Give and ask for feedback as much as possible. I want to know when something works for you, as well as if it is not working. 

Referrals

Many of my clients choose to refer my services to others. I like to ask for referrals outside of our coaching sessions so the focus of our work is exclusively on you, and the results you want. Whether you choose to refer people to me or not, I would like you to know how the referral process works. As you have experienced, I will first have a discussion with anyone who is interested in my services so that both they and I can determine if there is a good fit between their needs and my experience. If there is a fit, they will become clients. If there isn’t a good fit, I will do my best to refer your referral to another coach who may fit their needs.  In all cases, I will do my best to satisfy your referral’s questions, needs, and concerns.   Referrals form a substantial part of my practice, and come from clients whose trust I have worked hard to build. You can be assured I will go out of my way to take good care of anyone you send my way.  In addition, if you send me a referral and that person becomes my client, $100 will be discounted from your fee for the next month.  This is my way of saying “thank you.”

I abide by The International Coaching Federation (ICF) CODE OF ETHICS 

Part One: The ICF Philosophy of Coaching 
The International Coach Federation adheres to a form of coaching that honors the client as the expert in his/her life and work and believes that every client is creative, resourceful, and whole. Standing on this foundation, the coach's responsibility is to: 

· Discover, clarify, and align with what the client wants to achieve 

· Encourage client self-discovery 

· Elicit client-generated solutions and strategies 

· Hold the client responsible and accountable 

Part Two: The ICF Definition of Coaching 

Professional Coaching is an ongoing professional relationship that helps people produce extraordinary results in their lives, careers, businesses or organizations. Through the process of coaching, clients deepen their learning, improve their performance, and enhance their quality of life. 

In each meeting, the client chooses the focus of conversation, while the coach listens and contributes observations and questions. This interaction creates clarity and moves the client into action. Coaching accelerates the client's progress by providing greater focus and awareness of choice. Coaching concentrates on where clients are now and what they are willing to do to get where they want to be in the future. ICF member coaches and ICF credentialed coaches recognize that results are a matter of the client's intentions, choices and actions, supported by the coach's efforts and application of the coaching process 

Part Three: The ICF Standards of Ethical Conduct 

Professional Conduct At Large 
As a coach: 

1) I will conduct myself in a manner that reflects positively upon the coaching profession and I will refrain from engaging in conduct or making statements that may negatively impact the public's understanding or acceptance of coaching as a profession. 

2) I will not knowingly make any public statements that are untrue or misleading, or make false claims in any written documents relating to the coaching profession. 

3) I will respect different approaches to coaching. I will honor the efforts and contributions of others and not misrepresent them as my own.

4) I will be aware of any issues that may potentially lead to the misuse of my influence by recognizing the nature of coaching and the way in which it may affect the lives of others. 

5) I will at all times strive to recognize personal issues that may impair, conflict or interfere with my coaching performance or my professional relationships. Whenever the facts and circumstances necessitate, I will promptly seek professional assistance and determine the action to be taken, including whether it is appropriate to suspend or terminate my coaching relationship(s). 

6) As a trainer or supervisor of current and potential coaches, I will conduct myself in accordance with the ICF Code of Ethics in all training and supervisory situations.

7) I will conduct and report research with competence, honesty and within recognized scientific standards. My research will be carried out with the necessary approval or consent from those involved, and with an approach that will reasonably protect participants from any potential harm. All research efforts will be performed in a manner that complies with the laws of the country in which the research is conducted. 

8) I will accurately create, maintain, store and dispose of any records of work done in relation to the practice of coaching in a way that promotes confidentiality and complies with any applicable laws.

9) I will use ICF member contact information (email addresses, telephone numbers, etc.) only in the manner and to the extent authorized by the ICF. 

Professional Conduct With Clients   

10) I will be responsible for setting clear, appropriate, and culturally sensitive boundaries that govern any physical contact that I may have with my clients.  

11) I will not become sexually involved with any of my clients. 

12) I will construct clear agreements with my clients, and will honor all agreements made in the context of professional coaching relationships.  

13) I will ensure that, prior to or at the initial session, my coaching client understands the nature of coaching, the bounds of confidentiality, financial arrangements and other terms of the coaching agreement.  

14) I will accurately identify my qualifications, expertise and experience as a coach. 

15) I will not intentionally mislead or make false claims about what my client will receive from the coaching process or from me as their coach. 

16) I will not give my clients or prospective clients information or advice I know or believe to be misleading. 

17) I will not knowingly exploit any aspect of the coach-client relationship for my personal, professional or monetary advantage or benefit.

18) I will respect the client's right to terminate coaching at any point during the process. I will be alert to indications that the client is no longer benefiting from our coaching relationship. 

19) If I believe the client would be better served by another coach, or by another resource, I will encourage the client to make a change. 

20) I will suggest that my clients seek the services of other professionals when deemed appropriate or necessary. 

21) I will take all reasonable steps to notify the appropriate authorities in the event a client discloses an intention to endanger self or others. 

Confidentiality/Privacy
22) I will respect the confidentiality of my client's information, except as otherwise authorized by my client, or as required by law. 

23) I will obtain agreement from my clients before releasing their names as clients or references, or any other client identifying information. 

24) I will obtain agreement from the person being coached before releasing information to another person compensating me. 

Conflicts of Interest
25) I will seek to avoid conflicts between my interests and the interests of my clients.

26) Whenever any actual conflict of interest or the potential for a conflict of interest arises, I will openly disclose it and fully discuss with my client how to deal with it in whatever way best serves my client. 

27) I will disclose to my client all anticipated compensation from third parties that I may receive for referrals of that client. 

28) I will only barter for services, goods or other non-monetary remuneration when it will not impair the coaching relationship. 

Preparation Form

Please prepare this form for me before our session, and present it to me at the start of each session.
COACHING  (CLIENT PREP FORM)

GET THE MOST OUT OF YOUR COACHING CALL BY PREPARING FOR IT.

From:





Date: ___________________________

WHAT TO TALK ABOUT WITH YOUR COACH DURING YOUR SESSION

BECAUSE THE COACHING RELATIONSHIP IS UNIQUE, IT HELPS TO KNOW WHAT IS BEST TO TALK ABOUT DURING YOUR CALL OR MEETING - AND WHAT NOT TO TALK ABOUT! Please use this as a prompt sheet.

HOW YOU ARE

· How you are feeling about yourself - good stuff and bad stuff

· How you are looking at your life

· How you are feeling about others

WHAT HAS HAPPENED SINCE THE LAST SESSION

· What has occurred to you since the last call

· Shifts, wins and insights

· Any new choices or decisions made

· Personal news

WHAT YOU ARE WORKING ON

· Progress report on your goals, projects and activities

· What you've done that you are proud of

· What you are coming up against

HOW I CAN HELP

· Where you are stuck

· Where you are wondering about something

· A distinction

· A plan of action

· A strategy or advice

WHAT IS NEXT

· What is the next goal or project to take on

· What is the next goal or distinction to understand

· What do you want for yourself next

CLIENT INSTRUCTIONS: Please respond to each question in the space provided.

· WHAT I HAVE ACCOMPLISHED SINCE OUR LAST SESSION

· WHAT I DIDN'T GET DONE, BUT INTENDED TO

· THE CHALLENGES AND PROBLEMS I AM FACING NOW

· THE OPPORTUNITIES WHICH ARE AVAILABLE TO ME RIGHT NOW

· I WANT TO USE THE COACH DURING THE SESSION TO....

· WHAT I PROMISE TO DO BY THE NEXT SESSION

· WHAT AM I GRATEFUL FOR THIS WEEK
Please fill out these forms, and return them to your coach.

Data Form:

All Information is confidential and will be read only by me and my practicum supervisor.

Client Information:

Name: ________________________________  
Date Of Birth: ____________________________

Address: __________________________________________________________________________

City: _________________________________    State: __________     Zip Code: ___________________

Phone Numbers: 

Home: __________________________ 
              Office / Work: ______________________________

Cell Phone: ______________________

  Fax: _____________________________________

Email Address: _____________ @ __________
  Web address: ______________________________

__ I’m single

__Spouse / Partner’s Name: _______________________________


Children’s Name(s) & Ages:___________________________________________________________________

Work Information:

Employer Name: _______________________________

Nature of the work you do: (Brief description) ______________________________________________________

Invoicing:

Credit Card:  __Visa __MasterCard

Credit Card Number: __________________________________ Expiration Date: ________________

Authorization Signature: _____________________________________________________________

Check:  __ I will send a check by the 5th of the month.

Thoughtful Questions




Name:
Think deeply, be truthful, and enjoy the inquiry. 

1. What do I really need to know about you that will help me most in coaching you? 

2. What do you see as your role in the coaching process? 

3. What do you see as my role in the coaching process? 

4. What will be the first small thing that might happen to indicate the coaching process is working? 

5. How have you been motivated in the past to reach difficult goals, make difficult decisions, or do difficult things? How can we best utilize that motivator now? 

6. Where are you most irresponsible? 

7. Are you/should you be in therapy, and be resolving something? 

8. What is the gift that you have that you'd feel great about orienting your life around? 

9. How will you sabotage our professional relationship? 

10. How willing are you to make substantial changes? 

What Am I Tolerating?

We humans sure have learned how to tolerate a lot! We put up with, accept, take on and are dragged down by people’s behavior, situations, unmet needs, crossed boundaries, unfinished business, frustrations, problems and even our own behavior. You are tolerating more than you think. So, what are you tolerating? Please take a couple of minutes to write

down stuff you sense that you are tolerating. As you think of more items, add them to you list. Do you have to do anything about them? No, not really. Just becoming aware of, and articulating them will bring them to the forefront of your soul and you’ll naturally start handling, eliminating, fixing, growing through and resolving these tolerations. (Enjoy this, okay?)

1. Home & Office.


__ 1_________________________________
__ 2_________________________________
__ 3_________________________________
__ 4_________________________________
__ 5_________________________________
__ 6_________________________________
__ 7_________________________________
__ 8_________________________________
__ 9_________________________________
__ 10________________________________

2. Relationships & Family.


__ 1_________________________________
__ 2_________________________________
__ 3_________________________________
__ 4_________________________________
__ 5_________________________________
__ 6_________________________________
__ 7_________________________________
__ 8_________________________________
__ 9_________________________________
__ 10_________________________________

3. Car, Appliances & Equipment.


__ 1_________________________________
__ 2_________________________________
__ 3_________________________________
__ 4_________________________________
__ 5_________________________________
__ 6_________________________________
__ 7_________________________________
__ 8_________________________________
__ 9_________________________________
__ 10________________________________


4. Work & Clients/Customers.


__ 1_________________________________
__ 2_________________________________
__ 3_________________________________
__ 4_________________________________
__ 5_________________________________
__ 6_________________________________
__ 7_________________________________
__ 8_________________________________
__ 9_________________________________
__ 10________________________________


5. Personal Finances & Income Level.


__ 1_________________________________
__ 2_________________________________
__ 3_________________________________
__ 4_________________________________
__ 5_________________________________
__ 6_________________________________
__ 7_________________________________
__ 8_________________________________
__ 9_________________________________
__ 10_________________________________

6. Personal Integrity & Self-Care.


__ 1_________________________________
__ 2_________________________________
__ 3_________________________________
__ 4_________________________________
__ 5_________________________________
__ 6_________________________________
__ 7_________________________________
__ 8_________________________________
__ 9_________________________________
__ 10_________________________________

7. Lifestyle & Desires.


__ 1_________________________________
__ 2_________________________________
__ 3_________________________________
__ 4_________________________________
__ 5_________________________________
__ 6_________________________________
__ 7_________________________________
__ 8_________________________________
__ 9_________________________________
__ 10________________________________


8. Feelings & Reactions.


__ 1_________________________________
__ 2_________________________________
__ 3_________________________________
__ 4_________________________________
__ 5_________________________________
__ 6_________________________________
__ 7_________________________________
__ 8_________________________________
__ 9_________________________________
__ 10_________________________________

9. Body & Appearance.


__ 1_________________________________
__ 2_________________________________
__ 3_________________________________
__ 4_________________________________
__ 5_________________________________
__ 6_________________________________
__ 7_________________________________
__ 8_________________________________
__ 9_________________________________
__ 10_________________________________

10. Problems & Stress.


__ 1_________________________________
__ 2_________________________________
__ 3_________________________________
__ 4_________________________________
__ 5_________________________________
__ 6_________________________________
__ 7_________________________________
__ 8_________________________________
__ 9_________________________________
__ 10_________________________________



COACHING AGREEMENT
Coach:

I shall provide coaching services. I am committed to partner with you to identify and achieve your personal and/or professional goals; to help you to remove barriers to personal and professional development; to be available for brainstorming and role-playing, to listen objectively and supply objective feedback and ideas.

As your coach, I can not guarantee results. You will create results by having the courage and determination to forward the success in your life.

I will not at any time divulge, either directly or indirectly, that you and I are in a coaching relationship without your permission. I will not use any your information for my benefit or disclose or communicate in any manner any information to a third party unless you provide written permission to disclose.

I am coaching you while I am working toward certification as a coach.  Therefore, my session notes and tape recordings of our sessions will be shared with the practicum supervisor.  While information from our session may be shared in a classroom setting, your personal identity will remain strictly confidential.  While in signing this agreement you are aware of and are giving consent for certain sessions to be tape-recorded for educational purposes, verbal consent will be obtained at the start of each recording, and a pseudonym will be used to protect your confidentiality.

I agree to communicate honestly with the client, to be open to feedback and assistance, and to create the time and energy to fully participate in the coaching relationship.

During the time we spend together in our coaching sessions, I will devote my time, thoughts, and energy to you, exclusively. In between sessions, I may not be readily available, as I will be attending to others, including myself.

If I perceive at any time that I am not the right coach for you, I will give you an explanation.  In such an event, I may cancel this coaching agreement upon a 2 week written notice and upon your request, cancellation will be in writing, fax or email.  If at any time during the coaching process you have concerns or complaints about me or about this process, you are welcomed to contact the practicum supervisor with your concerns.

_________________________________________
Date signed and agreed: _____/_____/_____

Coach

Client:

I am motivated and committed to take action on my determined personal and professional goals. I realize that anything less than my intentional full participation may hinder my success.

I agree to keep appointed sessions, and if there is a need make appointment changes to do so within 24 hours.

I agree to do all work assigned that will facilitate my coaching results, including session preparation sheets.

I take full responsibility for myself and any actions I take that might result from coaching.

I can financially afford the monthly coaching fee at this time, and will pay future coaching fees by the 5th of the month.

I agree not to take any legal action against my coach, the practicum supervisor, or Life University based on any matter relating to coaching relationship, or  performance of services.

I may cancel this coaching agreement at any time upon a two-week  written notice and cancellation must be in writing, fax or email. 

Client: _________________________________________________________

Date Signed and Agreed: _____/_____/_____













