Dear Coachee,
Welcome and thank you for your decision to work with me as your coach!

Please read this Coaching agreement, and sign it then 

· scan and email, 

· fax it to 404-315-9255, 
· Or bring it to our first session (*Please note that all fees are due up-front and can be paid online at the bottom of my product page). 
You also have a client information, and primary focus sheet. You can choose to email it to me before our first session or we can fill it out together when we go over the goals at our first session.  (Again the fax is 404-315-9255 and the e-mail is PattiWood@mindspring.com.) By doing this work prior to our initial meeting, we will save time and begin laying the foundation for your work. Again, if you are pressed for time brings the client information sheet and primary focus sheet with you.
For phone apt. you will Phone me at:  404-371-8228 or if needed my Cell phone 678-358-6160. 
If you have any questions or concerns that come up in the meantime, please fell free to email me. 
Our work together will be both challenging and rewarding. Your decision to work with a Coach says you are willing to grow! I look forward to our partnership.

Warmly,

Patti Wood
Communication Dynamics Coaching Agreement

AGREEMENT BETWEEN

Patti Wood (coach) and _          ______________________________ (client)

The following conditions for performance are agreed upon by both parties:

_______________ engages Patti Wood to provide the services of coaching beginning __________
1. Time Agreement:   ____ hours at ____ dollars an hour to be paid before the first session or at the end of the first session. (Please call me (404-371-8228 or email me (patti@pattiwood.net) to discuss the fees for your individual coaching needs, if you haven’t done so already)
2. Coaching Services:  The coaching service may address specific speaking success goals, personal goals, or business goals, or general conditions in your life or profession. It is not therapy or counseling. Other coaching services may include video taped coaching or assessment,  speech or training design, personality assessment, brainstorming, identifying plans of action, examining modes of operation, asking clarifying questions, scripting for success, making empowering requests and encouraging follow through. 
3. Payment Information: 
One Time Coaching- Payments are due before each session. (To pay online go to the bottom of www.PattiWood.net/store.asp and click on coaching payments and add the “coaching units” until the total equals your total due. To pay using Pay Pal please send payments to pattiwood@mindspring.com and add a 3% convenience fee to your total.)  
.
Coaching package- If you are doing a coaching package the full package amount is due before the first coaching session. Note that your hours may be spent face to face, over the phone and via email. So unless we have negotiated a full service package when you are making calls and sending emails you are on the clock as well. (To pay online go to the bottom of www.PattiWood.net/store.asp and click on coaching payments and add the “coaching units” until the total equals your total due. To pay using Pay Pal please send payments to pattiwood@mindspring.com and add a 3% convenience fee to your total.)  

4. Cancellations, Missed calls or Appointments and Late Calls or Late Appointments:  If you must change an appointment, please give at least 3 days notice. You must reach me live and get my confirmation that I have received your cancellation. If you miss or reschedule an appointment without giving 72 hours notice, you will be charged. There may be times when I need to reschedule an appointment as well. I will give you the same courtesy of as much notice as possible.  Please make appointment calls or face to face sessions on time. The time scheduled for the appointment to start will start the clock for the billing time. If for any reason, you must be late, please call ahead of time. 
5. Preparation: Please come to each session prepared to participate fully. If you are given “Homework” please complete it. If you are doing ongoing sessions please have your Coaching Prep Sheet with you when we start our session. If we are doing a full service coaching I may ask you to email to me prior to our session.

6. Shared Responsibility:  To make coaching work you must share the responsibility.  Lead the session, ask for what you want, let me know what is working and not working in our coaching partnership. My promise to you is to be unconditionally constructive. I ask your permission to be bold and forthright in 
Coaching you.  This is about your success. I always want your feedback.
Client Information 

You’re Name__________________________________ Date______________

Referral source: __________________________________________________

Contact Information:

Home or office Telephone: _______________________

Cellular Phone: ________________________

Email address: _________________________

Home or office 

Hard mail address ________________________________________

                         ________________________________________

Employment Information: (If your employer is paying for you’re coaching)
Occupation:      _________________________________________

Name of person and or office in charge of payment

Email 

Phone number 

Employer's address: _____________________________________

                                _____________________________________

PRIMARY FOCUS FOR COACHING

Identify three things that you wish to focus on during your coaching.
1.______________________________________________________________

________________________________________________________________
________________________________________________________________
________________________________________________________________

________________________________________________________________
________________________________________________________________
________________________________________________________________


2. ______________________________________________________________

________________________________________________________________
________________________________________________________________
________________________________________________________________

________________________________________________________________
________________________________________________________________
________________________________________________________________
3. ______________________________________________________________

________________________________________________________________
________________________________________________________________
________________________________________________________________

________________________________________________________________
________________________________________________________________


For Ongoing Coaching Clients Only
If you have decided to participate in ongoing coaching please also review the following information prior to our first meeting:
1. What you can expect from me as your coach

2. Coaching prep sheet 

3. Coaching call or appointment  instructions                              

4. What I ask from you as my client

5. What you can expect from me as a coach.

Depending on your coaching goals we may also review other forms in this packet during our sessions, they will be assigned as homework or they may not be used:
1. Client Interview 

2. Primary Focus 

3. Blocks to Success

4. Extra Coaching Prep Sheets. 

You may wish to create a regular file or an outlook file on your computer to store this material, as well as your notes from our sessions and homework.  After our sessions you can put your notes in this file and before our sessions you can fill out a Coaching Prep Sheet. 

COACHING CALL INSTRUCTIONS AND CONTACT INFORMATION

CALLING IN

Please call my office at 404-371-8228 for all phone appointments. Call at the exact time we have arranged. If there is no answer for some reason or you are switched to my voice mail immediately, please hang up and redial in two minutes. I will make every attempt not to have this occur.

If you reach my voice mail a second time, please leave a message including the number to reach you (even if you think I know it) and I will call you back immediately. If you are late for your call by more than 10 minutes, I will attempt to reach you. If I am unable to reach you and you are late for you call by more than 15 minutes, I may not be available for the call.

BE PREPARED

To receive the most value from your coaching, please come to each session prepared to participate fully within the time constraints of the session. We will bring closure to the each coaching session in the last few minutes by reviewing agreements and goals for the next session.

Completing the Coaching Prep Sheet prior to each session will increase the value of your coaching dramatically. I have included a suggested format. Faxing or emailing your Coaching Prep Sheet to me a minimum of a few hours before your call will also improve my ability to prepare for you call and provide us both with an outline to look at during the call.

CONTACT INFORMATION

Phone:  404-371-8228

Fax:       404-315-9255

Email:    PattiWood@mindspring.com

· You are welcome to leave messages via any source should you wish to share coaching call information, action items, or highlights prior to our coaching.

Website:  www.PattWood.net
WHAT YOU CAN EXPECT OF ME AS YOUR COACH

· I will be your champion - always holding a vision of your best self for you.
· I will ask you to stretch.
· I will work with you to identify your brilliance and find creative ways to use 
· I will do my best to support you. 
WHAT I ASK FROM YOU AS MY CLIENT

· Do your best.
· Be ready to have fun and enjoy the learning.

· Focus and follow through on what you have gained from coaching.
· Let me know what you want and what is working; communicate with me fully, even if it's about how I am coaching you. 
· Have a positive mental attitude

· Enjoy our sessions together. We can get a lot done and still have fun.
Coaching Session Prep Sheet (make copies of this sheet)
NAME: ___________________________ DATE OF SESSION______________

· Check in (How my week went):____________________________________

________________________________________________________________

· What I want to get out of the coaching session today:______________________________

________________________________________________________________

· Answer to inquiry (bottom-line) ____________________________________

________________________________________________________________

· Results of my agreements from our last session:__________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

· Results of goals from last session______________________________________

____________________________________ ____________________________

________________________________________________________________

________________________________________________________________

· Successes/wins:________________________________________________

________________________________________________________________

· Challenges/obstacles:___________________________________________

________________________________________________________________

· My agreements for this week:_____________________________________

________________________________________________________________

________________________________________________________________

· My goals for this week___________________________________________

________________________________________________________________

· Inquiry for this week:____________________________________________

CLIENT INTERVIEW for Interpersonal skills coaching

If you are doing interpersonal coaching with me I may request at some point you fill out this interview sheet.
What current challenges are you facing in your work and/ or personal life? Has any superior come to you with requests for changes in your behavior? If so what are their concerns or requests and what do you think about those requests.

 Do some similar type conflicts or situations keep reoccurring in your life?  Have you been working on some problem for an extended period with no results? List those continual challenges here.

What are your fondest interests and the most important passions in your life?

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

How would you describe your personality? How do you think your co-workers see you?

How do you think your employees see you?

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

STRENGTHS

List your five greatest strengths. Consider the following areas as you think about these strengths: Physical, Emotional, Intellectual, and Personality
1.______________________________________________________________

2.______________________________________________________________

3.______________________________________________________________

4.______________________________________________________________

5.______________________________________________________________

AREAS FOR IMPROVEMENT

List five areas where you think you need to improve. Think about those areas that tend to cause you the most pain or irritation and or get you in the most trouble.

1.______________________________________________________________

2.______________________________________________________________

3.______________________________________________________________

4.______________________________________________________________

5.______________________________________________________________

What are the top five things you have been procrastinating lately?

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________

_____________________________________________________________________

What tips would you give me on how you are best supported and empowered?

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________

 

 Blocks to Success

Test #1 Block to success:  Rate the following on a scale of 1-7 in terms of how much you struggle with each of them.  “7” = struggle constantly with this block; 1 = never struggle in this area:

_____ Fear of failure
_____ Fear of success


_____ Procrastination 


_____ Perfectionism
_____ Negative self-image 
_____ Time management skills  

_____ Assertiveness 
_____ Organizational skills
_____ Balancing work and home 


_____ Self-confidence
_____ Communication skills 
_____ Stagnation in comfort zones 

_____ Anger/frustration
_____ Negative habits

_____ finding fulfillment at work

_____ Self-discipline
_____ Goal setting


_____ Giving feedback to others

If any score is over “4”, you might benefit from success coaching

