	Record of Meeting – 



Coach:


   Coachee:                     Date:                 Session No:
	Key Points & Topics Discussed:

	

	Agreed Goal for Session:

	

	Identified Actions:

	


	Self-Evaluation Form Following First Coaching Session 
(to be completed by the Coach) 



Coach:


Coachee:                          Date:                 Session No: 

Qualities

Indicate the degree to which the following qualities were present in the session


1 = Low   5 = High

	
	 1    2    3    4    5

	 
	 1    2    3    4    5

	
	 1    2    3    4    5


General Review

	What is the preferred learning style / approach of the coachee?

	

	What skills and qualities do I want to work on in the session?

	

	Considering both of  the above how am I going to approach the session?

	

	What worked well in the session?

	

	What worked less well?

	

	Which models/techniques/structures did I use?

	

	What have I learnt, what changes can I make to my practice as a result?

	


	Feedback form
(to be completed by the Client / Coachee)



Coach:


  Coachee:           Date:                 Session No:
Qualities:

Indicate the degree to which the following qualities were present in the session (qualities to be selected prior to the session)

1 = Low     5 = High

	A: 
	 1    2    3    4    5

	B: 
	 1    2    3    4    5

	C: 
	 1    2    3    4    5

	D:
	 1    2    3    4    5

	E: 
	 1    2    3    4    5


General review

	What worked well in the session?

	

	What worked less well? / What does the coach need to be aware of in terms of style and impact? 

	

	What does the coach need to develop / learn that would enable them to be even more effective?
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	Overall – Review of coaching performance- Feedback, Skills I have developed and skills that I need to further develop
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  Coachee:           Date:                 Session No:
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General review
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	What worked less well? / What does the coach need to be aware of in terms of style and impact? 

	

	What does the coach need to develop / learn that would enable them to be even more effective as a coach in the future?

	


	Reflective Analysis of My Coaching Practice

(to be completed by the Coach)



	What are my Strengths and Weaknesses in Knowledge Skills and Behaviours as a Coach identified from the reflective analysis in my Diary? 

	

	Reflection on my use of Questioning, Listening and Communication Strategies   

	

	Assessment of the Effectiveness of my Feedback to the Coachee (s) on their performance 

	

	Conclusions I draw about my abilities as a Coach to develop and improve others’ performance through Coaching 
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