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Helpful information  
about coaching  

 
Introduction 
This document is designed to help you understand the nature of coaching and how to get the 
most from our partnership together. 
 
What is coaching? 
Coaching is quickly becoming one of the leading tools and strategies that successful people are 
using to enhance their lives further and allow them to lead extraordinary lives. 
The coaching relationship is a partnership – an equal relationship – allowing you room to 
move yet being accountable so that you can be the kind of person that you would like to be, to 
achieve the kind of life and work that you would like to have and to achieve the goals that you 
would like to meet. 
What is our responsibility as coaches? 
• To clarify and encourage you to set the goals that you really want 

• To ask you to do more than you have probably done on your own 

• To help you to focus better to produce results more quickly 

• To provide you with the tools, support and structure to accomplish more 

How is coaching different from counselling or consulting? 
Coaching is not counselling or therapy which tends to focus on the past and look at issues 
historically nor is it consulting which generally involves coming up with expert opinions and 
answers. 
Coaching is more action and solution-oriented and focuses primarily on both the present 
and future. The "answers" that you are looking for come about through the work done in our 
joint coaching partnership. 

Coaching arrangements 
We suggest that you make a commitment to at least 6 coaching sessions initially. This allows 
for the coaching relationship to develop and changes to become noticeable. Following the initial 
6 sessions, we suggest a commitment of 12 sessions.   

How do we coach? 
As your coach, we will ask questions, encourage, advise, challenge, make requests and listen 
for what is “true for you” so that you are consistent with who you are in terms of your goals, 
your values and your vision. Our focus will be upon you and what you want and how you 
can best get it. 
The coaching relationship is designed by both of us and may be refined by each of us in the 
giving and receiving of feedback. Although we am committed to the process, it remains your 
personal responsibility to act (or not act) as you desire.  
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1. We expect your best 
The best results are achieved when you are ready to both do and be the best that you can be. 
It is about stepping up to the challenge and giving it your best shot. If there is a sense in which 
you may not be giving it your best, it is our job to bring that to your awareness so we can work 
out what you really want to do. 

2. We make specific requests 
As the need arises, we will make direct requests such as, "Could you see yourself 
accomplishing X within the next two weeks"? You could meet the request ("Yes, I can do that"), 
provide an alternative option ("I can't do X, but I can do Y") or perhaps you might decline 
altogether (which rarely happens). Whichever way you respond though, I will support your 
action. 

3. We give advice 
On occasion, if we have a real sense of a particular direction, and you are open to it, we will 
make specific suggestions on how to handle a problem or an issue or make the most of an 
opportunity. If we are not always certain about our suggestion, we will always certainly say so. 
Regardless, you will need to use your own discretion and judgment. 

4. We are open 
If for example, we hear a hesitancy in your voice or notice an inconsistency, we will generally 
ask you about it. Often, it is these moments that permit the opportunity to resolve something. 
Irrespective, we will not confront you. It is only our job to highlight the issue and allow you to do 
with it what you will. 

5. We set homework 
Typically, we ask you to work out perhaps two or three goals or actions to focus upon between 
our sessions together. If we are pushing you too hard, then it is important for you to say so. If 
you want to be pushed harder, it is also important for you to say so.  

How to get the most from coaching 
It is important that you benefit significantly from our coaching sessions as well as from the time 
in between. Outlined below are some of the things that you can do to maximize the value of 
your coaching experience. 
1. Focus on what you really want 
Coaching works best when you have clear goals that are based on what you really want to 
achieve.  
Firstly, it is important for you to consider deeply what you want your work and your life to look 
like. 
Secondly, it is important to identify the gaps between the way things are now and how you 
would like them to be. It is true that many people struggle with this, but the coaching 
relationship can help you work this through if necessary. 
2. Understand that you will develop 
Working with an empathic and professional coach is a definite way to grow and develop. Most 
clients take on a coach to work on specific goals and much of their time and energy is directed 
towards this.  
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However, the coaching relationship also may allow you to discover something more about 
yourself. This is just a natural consequence of the coaching process and you do not need to 
concentrate on it, but just recognise that it is likely to occur. Accelerated personal and 
professional growth is the hallmark of coaching. 

3. Increase your willingness to step up 
Part of our responsibility is to ask a good deal of you. This is not meant to exhaust you or 
extend you beyond your bounds, but simply to ask more of you than perhaps maybe you have 
asked of yourself recently. It is important that you be willing to experiment with fresh 
approaches and try new beliefs.  
 
I will encourage you to be honest with yourself, raise your personal standards and set higher 
goals. However, you are the best judge of what is right for you. Nevertheless, the more you are 
willing to grow and develop, the greater will be the benefits from coaching. 

4. Come prepared to each coaching session 
To get the most value out of each coaching session, is important that you prepare an agenda 
for each session. To that end, the "Coaching Preparation Form" may be of assistance to you 
(this is available on request by e-mail). 
Preparing your agenda does not have to be time-consuming, but experience shows that if you 
spend 10-15 minutes preparing, it has a significant impact on our session together. If we talk by 
phone for our session, you could fax or e-mail me an agenda beforehand. 
5. Summarise your session  
After each coaching session, we ask you to send to me a summary of the session within 3 
working days.  This should include the key points covered, what you learnt from the session 
and the main actions you will take as a result.  

6. Complete your homework 
After each session, you will decide on the actions or goals you want to focus upon. We expect 
you to keep the commitments you make and will work with you to make sure that you are 
setting worthwhile, realistic and achievable goals.  
If you know that you have a busy week or two ahead, your homework might be as simple as 
thinking about a new perspective. If you have more time, you might decide to handle a bigger 
task. Irrespective, we will hold you accountable and encourage you to do your best. 

Obtaining useful information 
Most of the information we will work with during our coaching sessions will come from you. 
However, this can sometimes be limited as its represents only one point of view - yours. Our 
development is always enhanced when we consider the feedback we receive from a variety of 
other sources.  
At the commencement of coaching I will ask you to complete a confidential personal and 
workstyle questionnaire. I will also ask that I interview 3 people – your immediate manager, a 
trusted peer and a trusted employee.   
1. Complete a personal and working style profile 
We will generally ask you to complete a personal and workstyle questionnaire. This helps us 
both explore your strengths and possible limitations using very helpful information that is not so 
easily obtained through a coaching discussion or interviews with others who know you. 
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2. Interviews with others 
We will also suggest that we interview 3 people – your immediate manager, a trusted peer and 
a trusted employee.  The focus of the interviews will be four questions aimed at enhancing your 
effectiveness:   
What should you KEEP doing? (What you are doing well) 
What should you CHANGE?  
What should you STOP doing? 
What should you BEGIN doing?  
This is often a very challenging step for some people. However, it is often the source of major 
breakthroughs in understanding and increased effectiveness.   
3. How will this information be used? 
Together we will assess this information, and with your own insights and goals, will create your 
development plan that will assist your own operational activities.  

Other matters 

1. Complete a coaching agreement 
At our first session, we will go through the agreement with you, confirm our coaching 
arrangements, issues of confidentiality and how we terminate our coaching partnership if 
necessary. 

2. How we meet 
We will generally meet face-to-face for about 60-90 minutes as your schedule allows. The first 
session however, is generally a little longer, as we get to know each other and begin to focus 
on your goals and direction.  
While phone coaching is available, face-to-face sessions are best conducted in a confidential 
location so that you are away from the distraction of what might be occurring in your own office 
and can concentrate on your own issues without interruption.  
Occasionally however, and depending on your work circumstances, it could also be appropriate 
to meet with your line manager, say, once a quarter to clarify how your organisation might be 
viewing your progress and development if coaching is part of your professional development 
program. 

3. Cancellations & appointment changes 
Scheduled coaching sessions ought to be a priority. On the rare occasion when you need to 
reschedule, please let me know at least 48 hours in advance. Except in the case of an 
emergency, you will be charged for last minute cancellations or missed sessions. 

4. Phone contact  
If between sessions, you cannot wait to share something or you need advice or have a 
challenge or just want to check something, please feel free to call or email.  
Although our day is generally caught up with our other regular work, we would like to provide 
this extra level of service. Of course, there is no charge for this additional time, but we simply 
request that you might keep those extra calls to a maximum of around 10 to 15 minutes. 

 


