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Coaching Session Process Worksheet

Establish rapport and set a positive climate
__ Send draft agenda and pre-work a few days prior to session (if applicable)
__ Greet and introduce yourself at the start
__ Engage in small talk to learn a little about participant (s) and to put them at ease
__ Answer questions about the session

Establish credibility and verify the agenda
__ Introduce yourself and share your background to establish credibility as a coach
__ Ask participant (s) to introduce himself, herself, or themselves
__ Address purpose and desired outcomes for the session
__ Review proposed topics, solicited input, and gained commitment
__ Review coach’s role as facilitator and guide
__ Cover expectations of participant (s) (e.g., candid feedback, focus on development, create development plan, etc.)
__ Review agenda for the session
__ Ensure confidentiality
__ Discuss use of the “Parking Lot” for items that need to be address but not in this session

Engage in developmental reflection and planning
__ Ask individual (s) to share strengths and areas needing to improve (first session)
__ Ask about current challenges and progress on goals (follow on sessions)
__ Guide the individual (s) in identifying themes regarding areas needing improvement or progress
__ Relate themes for improvement back to the main topic for the coaching session
__ Guide individual (s) to select the highest priority area needing improvement
__ Assist individual (s) in creating a development goal that is specific, measurable, achievable, relevant, and time bound (SMART) and link it to priority area of improvement
__ Encourage individual (s) to discuss the specific actions needed to achieve the goal, timeline, and how they will measure progress (metrics)
__ Ask individual (s) to summarize goal, specific actions, timeline, and metrics
__ Gain commitment to achieve goal
__ Ask to schedule a check-in session to assess progress towards goal
__ Thank the individual (s) for their time and for the opportunity to be part of their developmental journey
__ Offer to conduct future sessions, if needed

Remarks:
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