Coaching & Mentoring Portfolio and Personal Development Plan
Portfolio comprising six elements:
i)  A Coaching or Mentoring Contract that outlines key information, identifies responsibilities and expectations, and incorporates ethical considerations. (Appendix Two)
ii) A Coaching/Mentoring Log that records planned and actual activities with clients. This must incorporate at least 6 hours of coaching and/or mentoring practice. (Appendix Three)
iii) A reflective journal outlining at least six hours experience of planning and implementing the identified coaching or mentoring process. This should encompass feedback from your clients. (Appendix Four)
iv) A recorded coaching or mentoring session of at least 30 minutes duration, utilising the model(s) identified from assessment component 1. (Appendix Five)
v) A critical reflection (1500 words) on coaching/mentoring performance in the workplace identifying strengths and areas for improvement. Your reflective essay should consider your coaching or mentoring experience. You should be able to show that you understand the main skills and behaviours of effective coaching and evaluate your own performance against these. Pay particular attention to the ethical frame in which you have operated.  Refer to your records and your personal reviews of coaching or mentoring you have undertaken (you should have completed pro-formas provided or devised by yourself) and include in your appendices. In conclusion, you should identify your development needs and draw up a personal development plan focussed around your coaching and mentoring development needs. There are templates on Moodle you could use.
vi) A personal development plan addressing the identified development needs from the activities above and your critical reflection. (Appendix Six).



Coaching Practice – A Critical Reflection
I am an experienced coach and empath who loves to teach. My ADHD diagnosis in early 2021 was a pivotal moment, it confirmed that my brain functions differently to others, leading to me reassessing my career. This coincided with a frustrating period trying to find an experienced ADHD coach.  The rise in Adult ADHD diagnoses (McKechnie et al, (2023) has created a new, evolving coaching niche where demand eclipses supply, (ADDitude Magazine 2023) this helped me to make the decision to move back into coaching and specialise in the ADHD niche.
The opportunity to undertake this reflection on my coaching has been empowering and will be central to my coaching professional development and continued growth moving forward.  There are a range of interesting and useful models of reflective practice.  The model I use most regularly is Gibbs Reflective Cycle (1988).  Following coaching sessions, I naturally review the session, reflect, and evaluate whilst analysing what took place.  My coaching review forms in appendix four show this. Some critics suggest that Gibbs Reflective cycle places too much emphasis on individual reflection failing to capture the collaborative and social aspects of learning and professional practice.  My commitment to further study, working closely with colleagues and regular supervision sessions mitigate for this limitation.
It is my intention through this portfolio to demonstrate my understanding of the main skills and behaviours of effective coaching and evaluate my own performance against these.  I will start by stating that I agree with Connor & Pakora, (2012), who state that, an effective coach will support coachees to identify goals, develop strategies and learn. My reading supports this and my view that coaches also need strong interpersonal, communication, and leadership skills.  It is difficult to support this with research, Boyatzis et al, (2022) reported a “major gap in the research looking at the competencies of effective coaches”.  In addition to these coaching skills I suggest that an ADHD Coach must also have a thorough understanding of the challenges neurodivergent individuals face. Medical News Today, (2023) specify ADHD coaching should include ADHD education.  Hence, I consider my own experience of ADHD to be a real asset in my coaching.
As an associate member of the International Coaching Federation (ICF) and the European Mentoring and Coaching Council (EMCC) I am compliant with both Codes of Ethics. I made the decision to align myself with the EMCC Code within my organisation, Freedom From Tedium, to help highlight that my training, knowledge, and experience are all UK centric.  UK knowledge and experience are important, given the differences globally in acceptance, healthcare systems, educational practices, and legal frameworks for ADHD. 
Effective coaching relationships begin when rapport is achieved, coaches must have strong skills in this area. I have excellent rapport building skills, which allow me to “build relationships quickly and effectively” as shown in my Insights Discovery Profiler, (2023) and further evidenced in my video submission.  I use the psychodynamic core competencies model in my coaching, which enables me to create a secure and safe holding environment in the early sessions.  This is reflected in the feedback from Client one where they reported feeling trust and an ability to be open and honest (see appendix four).  I also find this helps settle coachees, and allow for open, non-judgemental discussion. It also supports their emotional regulation, which can be a challenge for ADHD clients.  I disagree with Ramsay (2010, p.32) who suggests that the psychodynamic core competencies model is an “unstructured approach” that “does not provide the focus, structure, and skills training that many adults with ADHD need.” 
Strongly linked to rapport are active listening skills, which also play a crucial role in coaching. When coaching, I am focused on my client and what they are saying, coaches must be able to listen attentively and empathetically.  I consider this to be another of my strengths; giving an individual space to reflect and consider their own challenges is powerful. Client one confirms this when referencing my ability to help them to take time to self-reflect, consider their challenges and to be able to create achievable goals (see appendix four).
To ensure that my focus is entirely on the coachee during each session, I take at least 30 minutes before and after to prepare mentally and emotionally. This also gives me time to review previous notes and set my intentions.  Taking time for myself after a session also allows me to regulate my own emotions, process any challenging aspects of the session and complete my personal reflections.
In addition to strong communication skills, coaches must also be able to use open-ended questions to encourage self-reflection. My coaching style draws on Gestalt theories, particularly when encouraging clients to explore their experiences in the present moment and take time to sit with their thoughts and emotions.  Saner, (1999, cited in The Complete Handbook of Coaching, p.69) stated “one of the distinguishing features of Gestalt is the emphasis on the role that awareness plays in achieving effective behaviour and a healthy way of life.”  I find this allows the client to begin to find patterns of behaviour, and identify triggers that might cause specific reactions or emotions. This helps coachees to gain a deeper insight into themselves and their challenges. By encouraging self-discovery and problem solving in coachees, I support them to identify and retain ownership of their goals.  
In my video submission, my communication skills can be observed alongside examples of my use of active listening (appendix five).  I also use these skills to ensure I am not overly directive and to ensure clients retain control of the process. I am mindful of this, as my coaching style includes some psychodynamic elements and one of the perceived weaknesses of the psychodynamic coaching style is the risk of coachees becoming over-reliant on the coach.  By empowering coachees to make their own decisions they also learn to develop solutions that are sustainable for them.
I work with a number of my coachees to assess their executive function skills.  This identifies which executive functions a coachee could usefully strengthen and improve giving a useful focus from which to test a range of tools, strategies, and techniques.  I have been referring to Calvin Caufields Executive Function Workbook for Adults with ADHD (2023) however I do plan to research and develop my own approach to this in time as detailed in my PDP (appendix six). I use a range of models when supporting coachees to navigate their executive function which includes elements of Gestalt theory.  Bluckert, (2006) describes gestalt-informed coaching as focusing on holistic awareness, personal responsibility, and embracing the present which I find particularly powerful in sessions.  
Coaches need to be able to support the development of SMART goals that are meaningful and achievable for the coachee.  ADHD coachees present with varying degrees of executive function challenges, which can mean that they find it challenging to break goals down into smaller, more manageable tasks.  As a coach it is important to understand and support this to prevent the coachee setting themselves up to fail.
When working together I am in collaboration with my coachees, empowering them to identify obstacles themselves and then supporting them as they explore the alternatives to develop an appropriate action plan.  I achieve this with clear, concise communication, providing constructive feedback, encouragement, and accountability. This can also be an area where I introduce the GROW model to a session. Whilst some consider the GROW model to be overly simplistic, I find Its clear structure and focus useful with ADHD clients particularly given the need to keep discussions focused and productive.  Having said that I do not find the GROW model useful in isolation, it is one tool within the range.  
Coaches must be emotionally intelligent, and I would suggest this is even more important for ADHD coaches.  Some individuals with ADHD experience heightened emotions or difficulty regulating emotions due to the neurobiological differences associated with ADHD. This can lead to moments of intense emotion or impulsivity.  Managing our own emotions as a coach whilst paying close attention to those of the coachee is essential.  I am mindful of this in terms of my own self-awareness as on occasion I feel a coachees emotions deeply during a session.  I must also be aware of the coachees emotions and whether we should continue to explore challenges in a session if they find their emotions taking over.  
In conclusion, having reflected on my progress as an ADHD coach, I see many strengths and successes in my practice which coachee feedback supports.  To further enhance my effectiveness as a coach I am committed to continued learning and growth as my PDP (appendix six) demonstrates. I am an experienced and valuable coach and bring a strong skillset to this emerging niche.   This includes continuing to explore additional coaching models and style to further expand my knowledge and skills, whilst pursuing a two-year diploma in ADHD Coaching alongside my MA studies. These endeavours aim to refine my techniques, broaden my toolkit, and provide a more comprehensive offering for coachees. 
I naturally coach with empathy and patience, which enables me to support coachees using a range of coaching models, tools, and strategies. My ability to coach through an ADHD lens benefits coachees, as they value my understanding and empathy towards the challenges they face.  Understanding how the ADHD brain works, including the distractions that it presents, allows me to recognise when a coachee may lead us on metaphorical detours during a session.  This awareness allows me to assess whether these detours contribute to the coaching process or if it’s necessary to gently guide the coachee back on track.
I am confident in my use of Gestalt theories to complement my psychodynamic and cognitive behavioural coaching styles. This approach empowers coachees to enhance their self-awareness, problem-solving and executive function skills, facilitating the identification, breakdown, and achievement of relevant goals while maintaining their interest and focus.
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Appendix One – Coaching Analysis Form Template
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Appendix Two – Coaching Contract Template
i) A Coaching or Mentoring Contract that outlines key information, identifies responsibilities and expectations, and incorporates ethical considerations. 
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Appendix Three – Coaching & Mentoring Log
ii) A Coaching/Mentoring Log that records planned and actual activities with clients. This must incorporate at least 6 hours of coaching and/or mentoring practice.
Each session in the log is equal to one hour of coaching. Total coaching sessions highlighted in red below indicate that they are over 10 hours.  I undertake a minimum of one hour of coaching supervision for every 10 sessions of coaching I provide.
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Appendix Four – Reflective Journals 
iii) A reflective journal outlining at least six hours experience of planning and implementing the identified coaching or mentoring process. This should encompass feedback from your clients.
The Coachee did not submit self-reflective logs following session 1 and 3.
Coaching Practice - Client One – Coach Reflection
	What coaching meeting are you reflecting on? 

	Give a brief description. You don’t need to give all the details, but rather focus on the event itself.

Too broad a focus can make it difficult to give the topic the attention it needs and might be hard to give direction to your reflection, especially if you are reflecting in a group setting and everyone will want to make input.

Remember to keep things confidential.

Session One 6th December 2023

Discussed the coaching and mentoring opportunity , Client One expressed a desire to focus on brain fog and executive function through a neurodivergent lens and a desire to be more productive and procrastinate less. Also discussed the coaching sessions and commitment. Explained my coaching experience and shift towards a coaching role. Agreed six sessions, each lasting an hour.

	Would you call this a positive or challenging meeting? 

	What feelings would you use to describe the meeting? 

Even when things go right, they can still be challenging. Think about the outcomes of this meeting and whether you feel they could have been improved. 

This was a positive meeting with Client One ready to embrace the coaching experience, I felt that we began the process with trust and commitment with the client sharing some very useful but very personal insight.


	What happened?

	Give a brief description of the meeting

Client One expressed their need for greater clarity and focus in managing their workload and self-care. Shared reasons for leaving their employed role to start their own business, citing dislike for the corporate environment and desire for control. Client One also reflected on their journey from the corporate world to becoming a virtual assistant, noting the difficulties they faced but the benefits of self-employment, such as control and making a positive impact. They expressed a desire to focus on building a successful and creative business, working with people they enjoys and respects.


How did you respond? I responded with empathy, understanding the challenge of changing from an employed mindset to self-employed and reassured client one that these challenges were quite normal.

How did your coachee respond? Client 1 is keen to engage with the process and shares honestly how they feel and what they perceive the challenges to be.

What did you feel during the meeting? I felt honored that client one was so ready to embrace the process and share so early on.  This re-enforced my drive to get them the best possible results and empower them to take control.

What did you feel afterwards? It was a positive meeting and Client one took away some challenges but positive goals to work on.


	Looking back

	Are you satisfied with how you responded? If not, why not? Yes

Do you think you worked effectively with your coachee? If not, what would help effective work in the future? Yes, but I do need to work on ensuring she is making decisions herself not just confirming to my suggestions.

Did you provide the right environment conducive to an effective coaching session? If not, what would have helped? Yes


	Looking forward

	At your next meeting with this coachee, would you do anything differently? The next meeting will allow me to see how genuinely committed to the process client one is.  Hopefully they will have embraced the goals and challenges and made changes.

What did you learn from this experience and/or your reflection on it? I felt that I was supportive.

How will this learning improve your practice? I probably need to learn to push a little harder or challenge for real data from clients rather than their thoughts/best guesses.

Are there lessons to be learned for your coachee/your practice/any tools or techniques you introduced? I will need to use the next session to refine the goals further and help the client to break them down into smaller manageable chunks.

Did the things you learned after this event help you achieve any of your 
development objectives? Yes, I need to read more to allow me select key tools for use moving forward.
Did this event help you identify new learning objectives? Yes, learn more tools.



Coaching Practice Session 2 - Client 1 – This Coach reflection is for the video included in this Portfolio.
	What coaching meeting are you reflecting on? 

	Give a brief description. You don’t need to give all the details, but rather focus on the event itself.

Too broad a focus can make it difficult to give the topic the attention it needs and might be hard to give direction to your reflection, especially if you are reflecting in a group setting and everyone will want to make input.

Remember to keep things confidential.

11th December 2023

	Would you call this a positive or challenging meeting? 

	What feelings would you use to describe the meeting? 

Even when things go right, they can still be challenging. Think about the outcomes of this meeting and whether you feel they could have been improved. 

This was a positive meeting.  Client 1 is still feeling emotive with some of the discussion, but she is comfortable with being challenged to see where she is holding herself back.

Client 1 is working hard to learn to be the business owner instead of employee and is trying to be more flexible with her time at the desk so that she is more productive in the time sat at her desk.



	What happened?

	Give a brief description of the meeting.

How did you respond? I am challenging Client 1 as she is making a number of assumptions based on how busy she feels rather than reflecting on actual productive and paid hours.

How did your coachee respond? Client 1 is keen to engage with the process of better understanding what she is really earning and how to earn more.

What did you feel during the meeting? Client 1 knows what she wants to do and is committed to doing it at the time however Client 1 is a people pleaser so I will need to keep pushing back and ensure that she is doing what is right for her and her business not what she thinks I want her to do.
What did you feel afterwards? It was a positive meeting and Client 1 has taken away a number of positive goals to work on.


	Looking back

	Are you satisfied with how you responded? If not, why not? Yes

Do you think you worked effectively with your coachee? If not, what would help effective work in the future? Yes, but I do need to work on ensuring she is making decisions herself not just confirming to my suggestions.

Did you provide the right environment conducive to an effective coaching session? If not, what would have helped? Yes


	Looking forward

	At your next meeting with this coachee, would you do anything differently? We need to get into the detail and start gathering actual data instead of working on assumptions.

What did you learn from this experience and/or your reflection on it? I felt that I was supportive.

How will this learning improve your practice? I probably need to learn to push a little harder or challenge for real data from clients rather than their thoughts/best guess.

How will this learning be used to the benefit of coachees? I am still reflecting on this.

Are there lessons to be learned for your coachee/your practice/any tools or techniques you introduced? I may need to look at bringing in a little more structure now that Client 1’s challenges are becoming clearer.

Did the things you learned after this event help you achieve any of your 
development objectives? Yes, I need to read more and begin to select key tools for use moving forward.

Did this event help you identify new learning objectives? Yes, I still need to continue my reading and learn more tools.






Session 2 - Client 1 – This Coachee reflection is for the video included in this Portfolio.
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Session 3 Coaching Practice – Client One – Coach Reflection
The Coachee did not submit self-reflective logs following session 1 and 3.
	What coaching meeting are you reflecting on? 

	Give a brief description. You don’t need to give all the details, but rather focus on the event itself.

Too broad a focus can make it difficult to give the topic the attention it needs and might be hard to give direction to your reflection, especially if you are reflecting in a group setting and everyone will want to make input.

Remember to keep things confidential.

Session Three December 20th, 2023.

Discussed work experiences and strategies for time management. Client One shared their struggle with time management, distractions, and self-doubt. Also discussed client one’s desire to restructure their work schedule to be more efficient and the need to adjust working hours and pricing for blogs. Towards the end, they emphasized the importance of shifting their approach from a job to a business, focusing on spontaneity, creativity, and learning from other businesses and organizations.


	Would you call this a positive or challenging meeting? 

	What feelings would you use to describe the meeting? 

Even when things go right, they can still be challenging. Think about the outcomes of this meeting and whether you feel they could have been improved. 

Once again this was a positive meeting.  Client one has achieved some progress towards her goals from previous sessions.  Client one is still over reliant on assumptions not clear how many clients, how many hours or actual hourly rate so we need to pick this up in future sessions. 

Client one continues working to learn to be the business owner instead of employee and is trying to be more flexible with her time at the desk so that she is more productive in the time sat at her desk. She did still manage to start later despite the rush to the Christmas break.



	What happened?

	Give a brief description of the meeting.

How did you respond? I am encouraging Client one to continue to take herself out of the job mindset. She is still making a number of assumptions based on how busy she feels rather than reflecting on actual productive and paid hours this needs to be addressed in the next session.
How did your coachee respond? Client one still doesn’t know what she actually earns on a monthly basis.  She says she is keen to engage with the process of better understanding what she is really earning and how to earn more. This will need pushing more in the new year.
What did you feel during the meeting? Client one knows what she wants to do and is committed to doing it at the time however I am still not convinced that this is all Client 1 and I need to know that she is driving towards goals that she wants to achieve not because she thinks she should because I have told her to.
What did you feel afterwards? It was a positive meeting and Client one has taken away a number of positive goals to work on.  She may not make a great deal of progress over Christmas so we may need to pick some up in the new year.


	Looking back

	Are you satisfied with how you responded? If not, why not? Yes
Do you think you worked effectively with your coachee? If not, what would help effective work in the future? Yes, but I do need to work on ensuring she is making decisions herself not just conforming to my suggestions.


Did you provide the right environment conducive to an effective coaching session? If not, what would have helped? Yes


	Looking forward

	At your next meeting with this coachee, would you do anything differently? Yes, I want to push harder to get into the detail and start gathering actual data instead of working on assumptions and guesses.
What did you learn from this experience and/or your reflection on it? I felt that I was supportive, but the sessions need a clearer drive and structure now.
How will this learning improve your practice? Prep and reflection pre and post session is key. I have created clear coaching times with reflection time afterwards protected in the diary too.
How will this learning be used to the benefit of coachees? I will be able to steer discussions more firmly to keep them on track and to empower the client to stop relying on guess work and really start to make changes to move them closer to their goals.
Are there lessons to be learned for your coachee/your practice/any tools or techniques you introduced? I want to continue to test theories and tools and start to create a structure that will loosely guide my approach in sessions.
Did the things you learned after this event help you achieve any of your 
development objectives? Yes, I need to continue to read more and begin to select key tools for use moving forward.
Did this event help you identify new learning objectives? Not anything new but I do want to continue my reading and learn more tools.




Session 4 Coaching Practice – Client One – Coach Reflection
Coaching Practice Client 1
	What coaching meeting are you reflecting on? 

	Give a brief description. You don’t need to give all the details, but rather focus on the event itself.

Too broad a focus can make it difficult to give the topic the attention it needs and might be hard to give direction to your reflection, especially if you are reflecting in a group setting and everyone will want to make input.

Remember to keep things confidential.

Session Four 11th January 2024

Discussed their work progress and challenges. Client One shared their experience of taking a break over the Christmas period. They discussed the importance of beginning to track working hours and setting clear goals. Client One expressed concerns about a client who was not responsive and another who was not respecting boundaries. They also touched on the importance of staying ahead with projects given the industry changes taking place and the need to focus more on writing and marketing. Towards the end, they discussed a problematic client relationship and the need to set boundaries.


	Would you call this a positive or challenging meeting? 

	What feelings would you use to describe the meeting? 

This was a successful but challenging meeting where I did push back a number of times with Client One.  This was a session where I really felt the clients’ emotions deeply and was tired following the session.

Even when things go right, they can still be challenging. Think about the outcomes of this meeting and whether you feel they could have been improved. 

Despite being challenging and client one finding the subject difficult to navigate it was still a positive meeting with Client One taking away some valuable self-reflection and goals for the coming week.


	What happened?

	Give a brief description of the meeting.

Client One expressed concerns about a client who has not been responsive, and which has meant that Client One has not been able to complete the agreed work. It was clear from client one that every effort to encourage their client to share the relevant information to complete the task has been made.  Client one committed to assertively communicating with the client to allow a review of the contract. This led to client one also discussing another client who was not respecting boundaries. Sam was considering not completing the remaining blogs but was still hopeful. Client ones need to people please were very visible here and led to a discussion around whether client one was frustrated with her own clients or herself. It seemed clear to me that the client had expressed that they were very happy with the standard of work provided to date and would be in touch at a later date to give additional information to Client One for the next stage of writing. Through reflection Client One began to consider the possibility that she had been projecting feelings of failure and disappointment onto the client because she didn’t feel she had provided enough work for the money the client had invested.  We discussed boundaries and the possibility that the client’s focus and priorities may have changed and that this was not automatically due to any failings on Client One’s part.

How did you respond? I was empathetic and understanding with Client One, her feelings of needing to over deliver are strong, and she has struggled with accepting positive feedback at face value.  It seems that these feelings were also linked to being stuck in the employed mindset and highlighted the need to continue to transition mentally to self-employed. 

How did your coachee respond? Client one allowed me to challenge her thinking and present her assumptions back to her asking for evidence instead of her own thoughts.  It was clear that she found the session challenging and she expressed this in her feedback however she did take the lessons from this session and had valuable and successful conversations with both of her clients allowing her to move on unburdened. 

What did you feel during the meeting? I felt client one’s emotions heavily and was conscious of their discomfort throughout whilst also being confident that they were willing to continue to explore the challenge and find some answers for themselves.

What did you feel afterwards? I was very tired following this session and glad to not have further coaching sessions scheduled for the day.  I did feel like I managed the session well and that it was successful.


	Looking back

	Are you satisfied with how you responded? If not, why not? Yes

Do you think you worked effectively with your coachee? If not, what would help effective work in the future? Yes, I challenged her without pushing her too far and together we managed to help her to see that not all of her thoughts were based on fact or evidence.

Did you provide the right environment conducive to an effective coaching session? If not, what would have helped? Yes


	Looking forward

	At your next meeting with this coachee, would you do anything differently? I hope that the next session will not be as challenging for either of us, I do want client one to have successes to celebrate.

What did you learn from this experience and/or your reflection on it? I felt that I was supportive.

How will this learning improve your practice? I am able to challenge a client’s thinking and assumptions with empathy and compassion.  It has given me the confidence to challenge other clients more directly as required.

Are there lessons to be learned for your coachee/your practice/any tools or techniques you introduced? I will continue to use the next session to refine the goals further whilst celebrating the many wins.

Did the things you learned after this event help you achieve any of your 
development objectives? My confidence continues to grow.

Did this event help you identify new learning objectives? I will explore other ways to support clients to overcome limiting beliefs. 






Session 4 - Client One – Coachee Reflection
Coaching Practice Session 4 - Client 1
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Session 5 Coaching Practice – Client One – Coach Reflection
Coaching Practice Client 1
	What coaching meeting are you reflecting on? 

	Give a brief description. You don’t need to give all the details, but rather focus on the event itself.

Too broad a focus can make it difficult to give the topic the attention it needs and might be hard to give direction to your reflection, especially if you are reflecting in a group setting and everyone will want to make input.

Remember to keep things confidential.

Session Five 18th January 2024

Discussed the transition from employee to CEO and struggles with setting boundaries and work-life balance, alongside her efforts to improve health and work efficiency. We reflected on the sessions to date and client one’s personal growth, Client one wanted to explore the possibility of implementing a retainer system for their services and the financial implications of such a system which led to a discussion about earnings and work schedule, potential upcoming work, and marketing opportunities. Client one set goals to attract more clients and save for a trip with their husband.

	Would you call this a positive or challenging meeting? 

	What feelings would you use to describe the meeting? 

I felt a shift in client one during this session and felt they were really beginning to take control of their own goals and journey.

Even when things go right, they can still be challenging. Think about the outcomes of this meeting and whether you feel they could have been improved. 

I was really pleased with this session; it was positive and client one demonstrated growth from the sessions which was very pleasing to hear.


	What happened?

	Give a brief description of the meeting.

Client one experiences a lot of anxiety and limiting beliefs and we discussed the value of practicing reframing their thoughts. Client one also shared their relief after communicating their boundaries to the problematic clients discussed in the last session. Client one discussed the challenges they are facing, their plan to track their time and set realistic goals, and the importance of focusing on their clients' experience and feedback instead of embellishing this with their own mind monkeys. They acknowledged the need to be kinder to themselves and avoid pleasing others and shared their strategy of using alarms on their phone to manage their time better.

How did you respond? I was delighted both for client one and myself as the progress and success was clear to see.

How did your coachee respond? Client one appeared to have shifted their thinking and was ready to make changes for the better.

What did you feel during the meeting? Genuinely delighted for client one and being able to see them begin to reap the benefits of the work they had put in.

What did you feel afterwards? I was very pleased with the progress.


	Looking back

	Are you satisfied with how you responded? If not, why not? Yes

Do you think you worked effectively with your coachee? If not, what would help effective work in the future? Yes, this was a very rewarding session.

Did you provide the right environment conducive to an effective coaching session? If not, what would have helped? Yes


	Looking forward

	At your next meeting with this coachee, would you do anything differently? The next session is our final session together, so I want to provide a good summary of the progress that client one has made and leave them with further goals and considerations to allow them to continue to grow.

What did you learn from this experience and/or your reflection on it? I felt that I was supportive and could really see the difference that the sessions had made to client one.

How will this learning improve your practice? I am able to empower a client to self reflect and to make real changes themselves.

Are there lessons to be learned for your coachee/your practice/any tools or techniques you introduced? I am still reflecting on this, but it has been very positive.

Did the things you learned after this event help you achieve any of your 
development objectives? My confidence continues to grow.

Did this event help you identify new learning objectives? I will continue explore other ways to support clients to overcome limiting beliefs. 
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Session 6 Coaching Practice – Client One – Coach Reflection
Coaching Practice Client 1
	What coaching meeting are you reflecting on? 

	Give a brief description. You don’t need to give all the details, but rather focus on the event itself.

Too broad a focus can make it difficult to give the topic the attention it needs and might be hard to give direction to your reflection, especially if you are reflecting in a group setting and everyone will want to make input.

Remember to keep things confidential.

Session Six 25th January 2024

Client one shared that they had been shortlisted for an award and their plans to share this widely on social media and website. We reviewed client ones progress, discussed their ongoing challenges, and celebrated their successes. They also discussed the benefits of changing their routine by exploring different locations for inspiration and productivity. 

	Would you call this a positive or challenging meeting? 

	What feelings would you use to describe the meeting? 

I was delighted with the progress that client one has made although a little sad that the coaching sessions were coming to an end.  I thoroughly enjoyed supporting client one.

Even when things go right, they can still be challenging. Think about the outcomes of this meeting and whether you feel they could have been improved. 

I was really pleased with this session.


	What happened?

	Give a brief description of the meeting.

We reviewed the previous 5 sessions and the progress made.  We highlighted some of the challenges and celebrated the wins.  I encourage client one to continue their growth and to embrace the change further.  

How did you respond? I responded positively with great pride in myself and in client one who really took themselves outside their comfort zone to achieve the changes they did.

How did your coachee respond? Client one was pleased with their progress and also a little sad that the journey was concluding.

What did you feel during the meeting? Genuinely delight and sadness.  This believe this was a great experience for us both.

What did you feel afterwards? I was very pleased with progress.


	Looking back

	Are you satisfied with how you responded? If not, why not? Yes

Do you think you worked effectively with your coachee? If not, what would help effective work in the future? Yes, this was a very rewarding series of sessions.

Did you provide the right environment conducive to an effective coaching session? If not, what would have helped? Yes


	Looking forward

	At your next meeting with this coachee, would you do anything differently? This was the final session.

What did you learn from this experience and/or your reflection on it? I am an effective and supportive coach and people benefit from my support.  

How will this learning improve your practice? I will continue to learn and improve so that I continue to feel that I am giving every client the best possible support.

Are there lessons to be learned for your coachee/your practice/any tools or techniques you introduced? I will continue to reflect on this, but it has been very positive.

Did the things you learned after this event help you achieve any of your 
development objectives? This is a hugely rewarding career pathway and that really motivates me.

Did this event help you identify new learning objectives?  
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Appendix Five – Recorded Coaching & Mentoring Session attached separately.
iv) A recorded coaching or mentoring session of at least 30 minutes duration, utilising the model(s) identified from assessment component 1.
Through this module I planned and implemented a series of ADHD Coaching sessions with volunteers from across my network.  When onboarding coachees, I asked them to complete a brief Coaching Analysis form (see appendix one) prior to the first session to allow me to see how they felt about coaching, what experience of coaching they had and what their goals might be.  
Sessions were all 1 hour in length on zoom.  During the first session with any client, we read over and discuss the Coaching Contract (see appendix two) 
The video that I have chosen to include as an example is a volunteer who identifies as neurodivergent.  I undertook six, one-hour sessions with them.  For context I knew the volunteer prior to coaching through my professional Virtual Assistant network.  We have undertaken some work together and client 1 does provide associate support to the team.  A good example of supporting an associate within the organisation of Freedom from Tedium to develop and grow.  

Appendix Six – Personal Development Plan
vi) A personal development plan addressing the identified development needs from the activities above and your critical reflection.
Anita Davies Personal Development Plan
Each of the development areas are linked to the core competencies of the EMCC and ICF so that they map across to annual membership renewal requirements and accreditation applications to avoid duplication of efforts.
Key: 
Activities to be started, Activity has begun, Activity Completed
	Development area 
	Development activity & date to complete
	Resources/support required
	Measure of success
	Review method & review date

	Understanding Self (EMCC)

Demonstrate awareness of own values, beliefs and behaviours; recognises how there affect my practice and use this self-awareness to manage my effectiveness in meeting the client’s, and where relevant, the sponsor’s objectives.


	1. Ensure regular reflective practice taking time to engage in self-reflection and explore my values, beliefs, and behaviours. 

This should take place directly following each coaching session with the completion of the coach reflection form.
	30 mins protected reflection time following each coaching session is scheduled in the diary.





	I will continue to understand and be true to my own values, beliefs, and behaviours.  

I will maintain healthy boundaries.




	All to be reviewed monthly as a minimum and share progress and any challenges with my supervisor.








	
	2. This will be enhanced with monthly reviews/reflections of any specific wins or frustration alongside supervision sessions as required.

This should include reflecting on the months coaching sessions, identifying any biases or assumptions, and considering how these may impact my coaching practice. Findings should be fed into this PDP and CPD plans as required.

Client feedback forms are sent out directly following each session.

	Undertake a minimum of monthly supervision sessions and increase regularity as coaching hours increases.

One Friday per month is protected for self-reflection and further training if required.

Feedback received should be read as soon as possible but at the latest it is considered in the 30 minutes of protected time prior to the next client meeting.


	I will commit to being vulnerable and addressing any frustrations or perceived weaknesses in a positive and proactive way.


Have clients regularly returning feedback with a range of positives and suggestions for areas that they found challenging or areas they would like me to consider further enhancing.

	Method of collection and content of the feedback form to be reviewed annually.

Content of feedback to be reviewed as a whole once per month during coaching reflection time.


	
Development area 
	Development activity & date to complete
	Resources/support required
	Measure of success
	Review method & review date

	Embodies a Coaching Mindset (ICF)

Develops and maintains a mindset that is open, curious, flexible and client centred.

	
1. I will aim to Dedicate at least 10-15 minutes each day to mindfulness or meditation exercises aimed to protect my own mental health and to increase self-awareness.

	
Continue using the Balance app for the preloaded meditation sessions.


	
The app tracks the number of days without a break.

I will feel the benefit of giving myself this time out.


	
Reflect monthly when reviewing this document.  Consider if 10-15 minutes continues to be sufficient time or needs to increase.



	Embodies a Coaching Mindset (ICF)

Develops and maintains a mindset that is open, curious, flexible and client centred.

	
2. Ensure that the 30minutes of protected time before and after each client session are protected and respected.


	
This time is protected in the diary to avoid any other meetings or activities being added in error.
	
I will be well prepared and have time to decompress after sessions.
	
Reflect monthly when reviewing this document and remind the team regularly that this time is protected and should not be amended.

	Embodies a Coaching Mindset (ICF)

Develops and maintains a mindset that is open, curious, flexible and client centred.

	
3. Continue to gather and take onboard feedback as detailed in earlier development areas.
	
	

	
Reflect monthly when reviewing this document and remind the team regularly that this time is protected and should not be amended.

	Development area 
	Development activity & date to complete
	Resources/support required
	Measure of success
	Review method & review date

	Commitment to Self-Development (EMCC)

Explore and improve the standard of my practice and maintain the reputation of the profession.

	
1. ADHD Foundation ADHD Coaching Certificate – January 2024 – October 2024



	
2 hours online learning per week plus self-study time at work and at home.
Time and support to practice and test-out newly learned strategies.

	
Submit assessments on time.
Grow network of likeminded practitioners.
Read a range of research journals.

	
Quarterly tutor sessions and results from assignments.



	
	
2. Submit Portfolio for ICF Associate Certified Coach Early Autumn 2024.



	
2-4 hours per month to reflect and develop the various documents for submission.


	
Submission of the completed portfolio before December 1st, 2024.


	
Review January 2025 when feedback should have been returned and will be able to book the accreditation exam.


	 
	
3. Undertake at least 40 Core Competencies with ICF and 16 hours of CPD for EMCC in preparation for renewal of memberships May 2024.


	
Will need to include regular courses, attendance at membership networking and info sharing events.

Will look for courses that will suit both EMCC and ICF requirements where possible.

	
Successful membership renewal May 2025.


	
Review monthly and cross reference with requirements to ensure there is no last-minute rush to complete before renewal.

	
	
4. Apply for EMCC Accreditation Pathway Practitioner level on the 5-day challenge October 2024 for completion on the first challenge of 2025.

	
Will clear 1 week in the office to undertake the online challenge and complete the accreditation during that programme. 

	
Successfully chieve EMCC Accreditation.


	
Check EMCC website monthly and apply for the challenge as soon as the Spring 2025 dates are released.


	
	
5. ADHD Foundation ADHD Coaching Diploma – January 2025 – October 2025.


	
2 hours online learning per week plus self-study time at work and at home.
Time and support to practice and test-out newly learned strategies

	
Submit assessments on time.
Grow network of likeminded practitioners.
Read a range of research journals.


	
Quarterly tutor sessions and results from assignments.


	




	
6. MA Coaching & Mentoring Degree PT – October 2023 - October 2026



	
Will vary depending on the module being studied at the time.  Allow time for 2-4 hours study per week. Take advantage of overlaps in reading and learning requirements between the MA and the Diploma.
	
Submit assessments on time.
Grow network of likeminded practitioners.
Read a range of research journals.


	
Quarterly tutor sessions and results from assignments.




	
Development area 
	Development activity & date to complete
	Resources/support required
	Measure of success
	Review method & review date

	Managing the Contract (EMCC)

Establish and maintain the expectations and boundaries of the coaching contract with the client, and where appropriate, with sponsors. 


Establish and Maintain Agreements (ICF)

Partners with the client and relevant stakeholders to create clear agreements about the coaching relationship, process, plans and goals. Establishes agreements for the overall coaching engagement as well as those for each coaching session.


	


1. Develop appropriate contracts for use with coachees who come to me directly and to coachees who come to me through a sponsor. 
	


Purchase appropriate legal contracts and then brand accordingly.  Add to the online portal for electronic signature as required.

	


Contracts will be available on the online portal and in use with clients.


	


Completed October 2023, for review annually.



	

	
2. Develop a pre-coaching template to capture additional details about a coachees experience of and willingness for coaching. 

	
Research useful information that can help to set the scene and tone of the first session with a new client.

	
Template will be created, branded and added to the portal and pre-registration SOP’s.

	
Completed October 2023 for review annually.



	

	
3. Create a Coaching Commitment form to allow myself and the coach to commit to the coaching sessions at the end of the first session together.
	
Research useful information that can help to set the scene and tone of the first session with a new client.

	
Template will be created, branded and added to the portal and pre-registration SOP’s.



	
Completed October 2023 for review annually.





	
	
4. Identify and attend at least 2 hours of CPD with either the EMCC or ICF in this area.

	
CPD sessions are free or low cost so commitment is mostly the time to attend and then to implement the learning.

	
Keep existing processes and forms under review to include learning from CPD sessions.
	
Feeds directly into CPD requirement for membership renewals.

	Development area 
	Development activity & date to complete
	Resources/support required
	Measure of success
	Review method & review date

	Demonstrates Ethical Practice (ICF)

Understands and consistently applies coaching ethics and standards of coaching.

	


1. Undertake a minimum of 3 hours of ethics online training with the ICF.  This is also required for the ICF membership renewal.
	


CPD online sessions are available on the portal just need to commit the time to complete these.
	


Successfully complete the CPD hours and bring the learning back into the coaching room.
	


Review monthly and update CPD log accordingly.

1 hour completed January 24th 2024

	Development area 
	Development activity & date to complete
	Resources/support required
	Measure of success
	Review method & review date

	Enabling Insight and Learning

Works with the client and sponsor to bring about insight and learning
	
1. Continue to research and critically evaluate coaching models to expand my knowledge and skills.



	
My MA and ADHD Diploma studies will go some way to achieving this.  I will also actively pursue relevant CPD and additional training to achieve more learning in this area.

Longer term I would like to research and develop my own model for coaching around the assessment of strengths and weaknesses in client’s executive function to allow me to work closely with them to build learning and improvement in these areas.
	
I will be better able to bring about insight and learning with clients and their sponsors.

I will have a strong and relevant Executive Function assessment process and associated tools for clients to use to improve in this area.
	
Remove quarterly and look for further learning opportunities.
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REFLECTIVE LOG - Coachee

This is for your own reflection as a coachee, picking up immediate thoughts and feeling
about your coaching sessions.

Date of session: Mon 11th Dec
My Goal:  Uttimate goal is to put myself first and treat my business as a business and not a job.

My action(s) To track time and make a note of where my time actually goes. More self care and later starts to the
day.

My deadline(s): n 6 weeks - to start as | mean to go on in 2024.

Date of next session: Weds 20th Dec

3 words that describe today’s session Motivating, insightful, (bringing more) awareness

What went really well? Recognising that | need to separate myself from the business. Knowing that | need t
manage (and track) my time much better. Recognising that | do have the time to
complete all tasks.

What went less well? | wouldn't say there was anything in particular that went less well. | think it was more
about how all this makes me feel - uncomfortable because | have habits | want and
need to break in order for me to build better, more beneficial ones.

Did anything surprise you? (For example you discovered about yourself, working
with others, the way you reacted to anything that happened etc.)

It has (in both sessions so far) made me feel emotional because | know there is so much more potential and
capability in me so it has been a reality that makes me feel unfomfortable. Whichis a good thing because it also
means | am challenging myself.

freedom
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REFLECTIVE LOG - Coachee

What did | learn about myself today?

That | am much more resilient than | think | am. That | tend to fall back into "bad habits" that are not beneficial to me
and this is something | want to break so | can move forward.

Was anything challenging or uncomfortable? Why?
As above.

What did | like about today’s session. Why did | like it?

It's timely! It was deep. Anita is very good at listening and seeing things you wouldn't normaly notice yourself and she
holds you accountable. | like that and it's motivating.

On a scale of 1 - 10 (1= low, 10 = high), how motivated am | to change?
8! Itis the week or so before Christmas and | could sleep for a hundred years but the fire in my belly is burning!

Any other general reflections?

Just that this is a common theme with me. And that also - | am de-motivated by tasks | don't find particularly interesting
(like extensive boring, repetitive research tasks!)

freedom
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REFLECTIVE LOG - Coachee
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REFLECTIVE LOG - Coachee
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Session Details

Date of Session:
25 January 24

My Goal:
To gain much better control over my working hours, productivity and time management

My Deadlines:
Going forward one step at a time - so from NOW on

Reflecting on the session

What 3 words describe today's session for you?
Reflective, positive, productive

What went really well for you?
It was our final session so it's all about my embracing new habits and moving forward much more as a
business owner/CEOQ

What went less well?
I don't think there was anything that didn't go so well. Sad it was the final session but | know | can call on
Anita in the future

Did anything surprise you? (For example you discovered about yourself, working with others, the way
you reacted to anything that happened etc.)

| pretty much know myself much better. | am quite laid back in many ways - and definitely not in others!
I've discovered | need to be much nicer to myself in general, and remember that | am a bloody good writer.
Much more to learn but I'm heading in the right direction!

Did you learn anything about yourself today?
That | need to be patient with myself - that | need to do that for myself just as | would to others

Was anything challenging or uncomfortable? Why?
1 do still tend to be triggered but | know what it is ... but | now know how to "manage"” the process of being
triggered better. It's all about reframing and practise.

Is there anything you particularly like about today’s session. Why did | like it?
It was a great final session conversation. | appreciate all the support Anita has given me. | love that | can
fully be myself (warts and all) and Anita's the same.

On a scale of 1 - 10 (1= low, 10 = high), how motivated are you to change?
9/10 - 1 am committed. | just have to build in systems that support me going forward so | can be kind to
myself as well as give the best customer service to my clients.

Any other general reflections?
Thank you Anita. | have a lot to work with and much to hold on to. It's down to me to make the changes
that will have me flourish as a business owner as well as Sam Hogwood!
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Coachee Self Analysis
— How appropriate is coaching for me?

The following questions are designed to assist identification of development needs and
whether coaching is the most appropriate tool. Use the questions as guidelines to help

identify characteristics of an Ideal coach and develop awareness of own objectives and
goals in having a coach.

How could | benefit from having a Coach?

What can | gain from coaching that is different from another development
option?

What are my objectives?

freedom
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How can | best use the skills of my Coach?

How supportive or challenging do | need my Coach to be?

What skills do | have that can make me a successful Coachee?

How: Positive minded?
Flexible and resourceful?
Self-aware?
Non-defensive?

..am[?

freedom
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Coaching Contract

Itis both coach and coachee’s responsibility to work through this contract together in
the introductory session, to ensure mutual understanding of the basis of the
coaching relationship, roles and responsibilities. The Coach’s Ethical Approach In a
coaching relationship, the coachee’s agenda is at the centre of the relationship and
will be worked on jointly by both coach and coachee. As coach | do not have the
answers to your issues, but | am committed to working with you to explore them and
help you identify how to move forward. | will at all times do my best to help you
achieve all you want for yourself but there are no guaranteed results; you get out
what you put in. At all times, | will treat you with respect and treat all you tell me in
confidence. There may be occasions when something you share with me needs to be
shared more widely, but we will discuss this first so that you are comfortable, and
wherever possible, you will take the lead in sharing the information with others. |
may be asked to feed back generic information regarding issues such as learning
needs, how public services are faring generally or other points that can help inform
further programmes; | will not however feed any such information back if | cannot
completely guarantee confidentiality. As a coach, | will work with a variety of people
who may, or may not be known to you. | will let you know if there is likely to be a
conflict of interest. Where we work together with this knowledge of others, the
focus of our work will be on your situation and your responsibilities. | will not
therefore refer to situations or any knowledge | have about these individuals, gained
from my interactions with them.

Name of COACN: ... es

Name of COACNEE! ...

| agree that the prime purpose of this coaching contract is to support, maintain and
enhance my personal development and performance over an agreed period of time.
As the coachee, | will ensure that, to the best of my ability, | have met the agreed
objectives and action plan set out at the end of each session.

We have both agreed the parameters of this relationship and discussed their
practical implications for us

freedom





image4.png
Coaching Contract

We have agreed to meet every .... weeks for ..... sessions. We have agreed that 1 to 2
hours is a suitable length of time for our sessions. We will time these sessions to
coincide with specific stages of work or situation, so that constructive feedback can
be provided and objectives reviewed. It is the joint responsibility of both the coach
and the coachee to agree the scheduling of these sessions.

DAt i
THMIE. e
VBNUE! ..ttt bbb ssseeae

If for any reason a session is cancelled, we will meet again at the next mutually
convenient date. The person who has cancelled the session has the responsibility to
re-arrange the session. Each coach will have their own cancellation policy,
considering how many sessions can be cancelled before they review the situation
with their coachee and consider ending the relationship. | understand that taking
part in this coaching contract places responsibilities on me. | agree to prepare for
each session, to be punctual and to actively participate. | agree to carry out any
follow-up actions that | choose to commit to within the coaching sessions as per
agreed timescales. | understand that all that is discussed between us will be
treated in absolute confidence, unless we agree that information can be shared with
another party. | agree to complete all evaluation forms during and following the
final session. | will ensure that the session is not interrupted, in order to give full
attention to the interaction. Any changes in circumstance will necessitate the
discussion and agreement of a new coaching contract. Either party can request a
termination of the agreement if there is a breakdown in the coaching relationship,
inadequate commitment to the process or lack of progress being made. | have read,
and agree, this coaching contract.

Signed:
COAChEE: . Date: .cooeveeenne
Coach: . Date:

freedom





