Orientation session checklist
Use the following checklist to ensure you have prepared thoroughly for coaching.

	Environment

	
	Room/resources booked

	
	Appointment confirmed

	
	Location appropriate

	
	Environment safe 

	
	Comfortable furniture

	
	No phones, mobiles are switched off

	
	Free from distraction and interruption

	
	Private location

	
	No noise interference

	Readiness

	
	Allow time to get to location.

	
	Prepare session.

	
	Welcome coachee – thank for being on time.

	
	Conduct focusing process to clear emotion and mind (e.g. breathing, parking issues).

	
	Check that coachee is ready to proceed.

	Building rapport

	
	Give some background on yourself.

	
	Apply the skills and abilities that make you a good coach.

	
	Explain what the coachee can expect from you as a coach.

	
	Ask for bit of background on coachee (quick overview of work, life and interests).

	
	Answer any questions.

	Confidentiality

	
	Build up a trusting relationship.

	
	Ensure personal issues raised remain confidential.

	
	Permission to discuss work issues with management is sought as required.

	Expectations

	
	Discuss what coaching is.

	
	Explain how the process works.

	
	Find out what the coachee hopes to achieve.

	
	Clarify what can and can’t be achieved.


	Creating powerful goals

	
	(Note:This is likely to take the most time. Allow about 30 minutes.)

	
	Brainstorm a range of key priorities or issues for the coachee.

	
	Identify 3 or 4 that have a key significance.

	
	Apply the Where-Now-How approach to develop the goals.

	
	Document these goals.

	
	Review and check for value.

	Preparing the coaching agreement

	
	Explain agreement.

	
	Check acceptance of agreement.

	
	Confirm commitment of coachee to the agreement and to continue with coaching.

	Finalise Session

	
	Summarise key points.

	
	Acknowledge the efforts and sharing of the coachee.

	
	Set ‘homework’ – review goals. 

	
	Set next meeting.


	Other considerations
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