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DATE

Dear Client, 

Welcome as a client! I am excited and pleased that you chose to work with me and look forward to coaching you to accomplish goals in your life and your life’s work. I've enclosed a few things as follows to get us started.  

Client Data Sheet
Client Agreement

Client Guidelines

ICF Code of Ethics

Testimonial From

Please return this Welcome Pak to me 24 HOURS PRIOR to our first session with the following forms completed:

· Client Data Sheet

· Optimum Life Assessment

Some clients find it beneficial to use the Client Prep Form before each call starting with the second call. Please find this attached as a separate document. 

When you return the Welcome Pak to me, please provide an indication that you agree with the attached Coaching Agreement terms and conditions in the body of your email. 

I am honored to have been selected by you to be your Coach and am 100% committed to your success. I want you to know that I am available via e-mail in between calls. If there are any items you want to discuss, please bring them up in our initial session.

Again, welcome. Let's make the most of our time and our relationship.

Best Wishes, 

Dr. Gary L. Neal, Sr., CLC, Th.D.
Simply Redeemed Ministries, LLC.
Client Data Sheet








                                                               
Date Prepared:

Name: 







                     
Address:              
                                                     

Home Phone:                             
Work Phone:                        
Cell Phone:                                
Email:                                
                                                            
Birth Date (Mo/Day):                                 

Spouse/Partners Name:                     


Spouse/Partners Birth Date: 
                            
No. of Children:        [Boys       Girls     ]

Anniversary Date:                                            

*****************************************************************************
Please complete as much of the following as possible. If you are unsure of any of these answers, don’t worry as we will work on these things together anyway.

VISION: "Our Guiding Star"
What is your vision? the more brief you are able to make this, the better. Please leave out specific goals (e.g. lose 10 lbs in 8 weeks or increase revenues by 10% in three months). If this is not now clear for you, leave this blank for now.

                                         
                  
                                                                                

CURRENT CHALLENGES
What are you facing right now that needs immediate focus or resolution?


STRENGTHS
What are the personal and professional qualities that you have that help you win?

BLOCKS AND WEAKNESSES   
What is it about you that stops you or makes it difficult for you to meet or exceed goals?

VALUES
Your values are the qualities of life that you find most attractive. They are expressions of your Self and allow you to feel truly fulfilled. What do you feel are your true values? If this is not now clear for you, leave this blank for now.

1.
2.
3.
4.
10 GOALS

Name 10 goals you would like to achieve in the next 90 days

1.
2.
3.
4.
5.

6.

7.

8.

9.

10.
Simply Redeemed Ministries, LLC.
Client Agreement

INSTRUCTIONS:  Please review and return to me as soon as possible via email with the attachment indicating in the body of the email that you have read and agree with the attached.

This agreement is entered into by: ________________________ CLIENT NAME _____________________ (“Client”) and YOUR NAME (“Coach”), and pertains to Life Coaching for Personal or Professional Development which shall occur via telephone, via e-mail or virtually, as negotiated between Client and Coach.

Definition of Coaching: “Professional Coaching is an ongoing professional relationship that helps people produce extraordinary results in their lives, careers, businesses or organizations. Through the process of coaching, clients deepen their learning, improve their performance, and enhance their quality of life. In each meeting, the client chooses the focus of conversation, while the coach listens and contributes observations and questions. This interaction creates clarity and moves 
the client into action. Coaching accelerates the client's progress by providing greater focus and awareness of choice. Coaching concentrates on where clients are now and what they are willing to do to get where they want to be in the future. ICF member coaches recognize that results are a matter of the client's intentions, choices and actions, supported by the coach's efforts and application of the coaching process.” 
    - Source: International Coach Federation (www.coachfederation.org)
The Client understands and agrees to each of the following provisions: 

A) I hereby employ Dr. Gary L. Neal, Sr. as my "Coach" for the purpose of advising and counseling me with respect to the proper format for Life Coaching for Personal or Professional Development.  He may also assist me in structuring, identifying and achieving goals as he has experience in such matters and agrees to render such services. 

B) I understand and agree that the Coach is not an "employment agent," "business manager," "financial analyst" or "psychotherapist" and that he has not promised, shall not be obligated to, and will not: (1) procure or attempt to procure any employment, business or sales for me, (2) perform any business management functions such as accounting services, advice on tax matters or the investment of funds, and (3) will not act as a therapist, counseling me or providing psychoanalysis, group therapy or behavioral therapy.  

C) I further understand and agree that as a specialized form of consulting, Coaching is not the same as professional or licensed therapy; and that I am always free to reject any advice, suggestions or requests made by the coach at any time. My coach is authorized and encouraged to be direct and unconditionally supportive 
with me. 

D) I further understand and agree that I am to inform my Coach whenever I am under the care of any healer or licensed physician, therapist or psychiatrist; and/or any time I am taking any prescriptions or drugs.

Duration of Agreement: 
The duration of this agreement shall be for six months. 

Scheduled Coaching Sessions:  
Client understands and agrees to retain the Coach and meet virtually at the following rate as agreed: $125.00
per 40 minute session.
The Client is to make the calls with the coach a priority and is to call promptly. We will meet weekly beginning on an agreed time and date and meet each week at the same time and day for three weeks thereafter less any agreed upon holidays or breaks. Virtual meetings/calls will last approximately 40 minutes.
Re-Scheduled & Missed Coaching Sessions: Client understands and agrees to make coaching sessions a priority, and to arrive on time for scheduled appointments. Client further understands and agrees that if they have not rescheduled a call 24 hours in advance, or does not call the coach within 15 minutes of a scheduled coaching time, the coach will assume the client has elected not to avail themselves of the opportunity to make a call that week, and will charge the client for the call as part of the monthly retainer. Any uncompleted or unused calls will not be carried over from one month to the next.
All fees are payable in advance a week before the 1st session.
AS A CLIENT, I UNDERSTAND AND AGREE THAT I AM FULLY RESPONSIBLE FOR MY WELL BEING DURING MY COACHING CALLS, INCLUDING MY CHOICES AND DECISIONS.  I AM AWARE THAT I CAN CHOOSE TO DISCONTINUE COACHING AT ANY TIME.  I RECOGNIZE THAT COACHING IS NOT PSYCHOTHERAPY AND THAT PROFESSIONAL REFERRALS WILL BE GIVEN IF NEEDED. I ALSO ACCEPT THAT IF MY COACH SUSPECTS THAT I OR SOMEONE I KNOW COULD BE IN A HARMFUL SITUATION MY COACH CAN CONTACT THE POLICE AND THE CLIENT CONFIDENTIALITY CLAUSE WILL BE NULL AND VOID. 
Above agree via telephone on:  _______Sunday, March 29th______, 2009
CLIENT’S SIGNATURE: (An email reply with this attachment and an indication of acceptance of these terms in the body of the email will suffice.)
X___________________________________________________________
Simply Redeemed Ministries, LLC.
Client Guidelines   

FEE

Your fee is monthly and due the last week of the month in advance of services to be provided. Payments are expected to be made promptly each month. I do not send an invoice unless requested. Payment options include cash, check, bank transfers or the following credit cards: MC, VISA, Discover and American Express.


CALL PROCEDURE
I will call you at the specified time each week. We are scheduled to talk three times per month for approximately 40 minutes. For long term contracts I do ask for a 1-month notice period if you decide to terminate this relationship.

CHANGES
I have reserved your time for you. If the need arises, please give me 24 hours notice and we will reschedule. Without proper notice, scheduled time missed will be lost. I request you to make our time together a priority. If you go on an extended trip and need to rearrange our time, please let me know in advance. 

EXTRA TIME
You may call between our appointments if you need assistance, have a problem, or can't wait to share a success with me. I encourage you to take advantage of this opportunity. This is an extra and I do not bill for this time, but I do ask that you use it respectfully. E-mail communications are also available.

PROBLEMS
If I ever say or do anything that upsets you or doesn't feel right please bring it to my attention. I promise to do what is necessary to have you be satisfied. Honesty and trust are critical for our relationship to grow. I want this to be an open and safe place for you to come with confidence.

CONFIDENTIALITY
Confidentiality is critical to our relationship--our coaching sessions are strictly confidential. Any subject discussed and/or items shared, including such things as personal information, future plans, proprietary information, goals, job and company information, will remain confidential. 

TYPE OF RELATIONSHIP
We have entered into a coaching relationship and it is not, nor will there be any type of therapy or psychological counseling. If these are needed, then it is your responsibility to seek these services from the relevant professional. If there is any question about this relationship, please bring it to my attention immediately.  

  

REFERRALS

My business is grown through referrals. I am very grateful for any referrals you send my way. For any referral you send my way who becomes a client of mine, you will receive one free session. 
FEEDBACK
I improve my offering through client feedback, positive and negative. Included in this Welcome Pak is a form for a testimonial. Within the first month if you feel so compelled I would appreciate a testimonial for use in marketing.
      
ICF CODE OF ETHICS

The ICF Code of Ethics is composed of five main parts:

1. Introduction

2. Key Definitions

3. ICF Core Values and Ethical Principles

4. Ethical Standards

5. Pledge

1. Introduction

The ICF Code of Ethics describes the core values of the International Coach Federation (ICF Core Values), and ethical principles and ethical standards of behavior for all ICF Professionals (see definitions). Meeting these ICF ethical standards of behavior is the first of the ICF core coaching competencies (ICF Core Competencies). That is “Demonstrates ethical practice: understands and consistently applies coaching ethics and standards.”

The ICF Code of Ethics serves to uphold the integrity of ICF and the global coaching profession by:

· Setting standards of conduct consistent with ICF core values and ethical principles.

· Guiding ethical reflection, education, and decision-making

· Adjudicating and preserving ICF coach standards through the ICF Ethical Conduct Review (ECR) process

· Providing the basis for ICF ethics training in ICF-accredited programs

The ICF Code of Ethics applies when ICF Professionals represent themselves as such, in any kind of coaching-related interaction. This is regardless of whether a coaching Relationship (see definitions) has been established. This Code articulates the ethical obligations of ICF Professionals who are acting in their different roles as coach, coach supervisor, mentor coach, trainer or student coach-in-training, or serving in an ICF Leadership role, as well as Support Personnel (see definitions).

Although the Ethical Conduct Review (ECR) process is only applicable to ICF Professionals, as is the Pledge, the ICF Staff are also committed to ethical conduct and the Core Values and Ethical Principles that underpin this ICF code of ethics.

The challenge of working ethically means that members will inevitably encounter situations that require responses to unexpected issues, resolution of dilemmas and solutions to problems. This Code of Ethics is intended to assist those persons subject to the Code by directing them to the variety of ethical factors that may need to be taken into consideration and helping to identify alternative ways of approaching ethical behavior.

ICF Professionals who accept the Code of Ethics strive to be ethical, even when doing so involves making difficult decisions or acting courageously.

2. Key Definitions

· “Client”—the individual or team/group being coached, the coach being mentored or supervised, or the coach or the student coach being trained.

· “Coaching”—partnering with Clients in a thought-provoking and creative process that inspires them to maximize their personal and professional potential.

· “Coaching Relationship”—a relationship that is established by the ICF Professional and the Client(s)/Sponsor(s) under an agreement or a contract that defines the responsibilities and expectations of each party.

· “Code”—ICF Code of Ethics

· “Confidentiality”—protection of any information obtained around the coaching engagement unless consent to release is given.

· “Conflict of Interest”—a situation in which an ICF Professional is involved in multiple interests where serving one interest could work against or be in conflict with another. This could be financial, personal or otherwise.

· “Equality”—a situation in which all people experience inclusion, access to resources and opportunity, regardless of their race, ethnicity, national origin, color, gender, sexual orientation, gender identity, age, religion, immigration status, mental or physical disability, and other areas of human difference.

· “ICF Professional”—individuals who represent themselves as an ICF Member or ICF Credential-holder, in roles including but not limited to Coach, Coach Supervisor, Mentor Coach, Coach Trainer, and Student of Coaching

· “ICF Staff”— the ICF support personnel who are contracted by the managing company that provides professional management and administrative services on behalf of ICF.

· “Internal Coach”— an individual who is employed within an organization and coaches either part-time or full-time the employees of that organization.

· “Sponsor”—the entity (including its representatives) paying for and/or arranging or defining the coaching services to be provided.

· “Support Personnel”—the people who work for ICF Professionals in support of their Clients.

· “Systemic equality”—gender equality, race equality and other forms of equality that are institutionalized in the ethics, core values, policies, structures, and cultures of communities, organizations, nations and society.

3. ICF Core Values and Ethical Principles

The ICF Code of Ethics is based on the ICF Core Values and the actions that flow from them. All values are equally important and support one another. These values are aspirational and should be used as a way to understand and interpret the standards. All ICF Professionals are expected to showcase and propagate these Values in all their interactions.

4. Ethical Standards
The following ethical standards are applied to the professional activities of ICF Professionals:

Section I—Responsibility to Clients

As an ICF Professional, I:
1. Explain and ensure that, prior to or at the initial meeting, my coaching Client(s) and Sponsor(s) understand the nature and potential value of coaching, the nature and limits of confidentiality, financial arrangements, and any other terms of the coaching agreement.

2. Create an agreement/contract regarding the roles, responsibilities and rights of all parties involved with my Client(s) and Sponsor(s) prior to the commencement of services.

3. Maintain the strictest levels of confidentiality with all parties as agreed upon. I am aware of and agree to comply with all applicable laws that pertain to personal data and communications.

4. Have a clear understanding about how information is exchanged among all parties involved during all coaching interactions.

5. Have a clear understanding with both Clients and Sponsors or interested parties about the conditions under which information will not be kept confidential (e.g., illegal activity, if required by law, pursuant to valid court order or subpoena; imminent or likely risk of danger to self or to others; etc.). Where I reasonably believe one of the above circumstances is applicable, I may need to inform appropriate authorities.

6. When working as an Internal Coach, manage conflicts of interest or potential conflicts of interest with my coaching Clients and Sponsor(s) through coaching agreement(s) and ongoing dialogue. This should include addressing organizational roles, responsibilities, relationships, records, confidentiality and other reporting requirements.

7. Maintain, store and dispose of any records, including electronic files and communications, created during my professional interactions in a manner that promotes confidentiality, security and privacy and complies with any applicable laws and agreements. Furthermore, I seek to make proper use of emerging and growing technological developments that are being used in coaching services (technology-assisted coaching services) and be aware how various ethical standards apply to them.

8. Remain alert to indications that there might be a shift in the value received from the coaching relationship. If so, make a change in the relationship or encourage the Client(s)/Sponsor(s) to seek another coach, seek another professional or use a different resource.

9. Respect all parties’ right to terminate the coaching relationship at any point for any reason during the coaching process subject to the provisions of the agreement.

10. Am sensitive to the implications of having multiple contracts and relationships with the same Client(s) and Sponsor(s) at the same time in order to avoid conflict of interest situations.

11. Am aware of and actively manage any power or status difference between the Client and me that may be caused by cultural, relational, psychological or contextual issues.

12. Disclose to my Clients the potential receipt of compensation, and other benefits I may receive for referring my Clients to third parties.

13. Assure consistent quality of coaching regardless of the amount or form of agreed compensation in any relationship.

Section II—Responsibility to Practice and Performance

As an ICF Professional, I:

14. Adhere to the ICF Code of Ethics in all my interactions. When I become aware of a possible breach of the Code by myself or I recognize unethical behavior in another ICF Professional, I respectfully raise the matter with those involved. If this does not resolve the matter, I refer it to a formal authority (e.g., ICF Global) for resolution.

15. Require adherence to the ICF Code of Ethics by all Support Personnel.

16. Commit to excellence through continued personal, professional and ethical development.

17. Recognize my personal limitations or circumstances that may impair conflict with or interfere with my coaching performance or my professional coaching relationships. I will reach out for support to determine the action to be taken and, if necessary, promptly seek relevant professional guidance. This may include suspending or terminating my coaching relationship(s).

18. Resolve any conflict of interest or potential conflict of interest by working through the issue with relevant parties, seeking professional assistance, or suspending temporarily or ending the professional relationship.

19. Maintain the privacy of ICF Members and use the ICF Member contact information (email addresses, telephone numbers, and so on) only as authorized by ICF or the ICF Member.

Section III—Responsibility to Professionalism

As an ICF Professional, I:

20. Identify accurately my coaching qualifications, my level of coaching competency, expertise, experience, training, certifications and ICF Credentials.

21. Make verbal and written statements that are true and accurate about what I offer as an ICF Professional, what is offered by ICF, the coaching profession, and the potential value of coaching.

22. Communicate and create awareness with those who need to be informed of the ethical responsibilities established by this Code.

23. Hold responsibility for being aware of and setting clear, appropriate and culturally sensitive boundaries that govern interactions, physical or otherwise.

24. Do not participate in any sexual or romantic engagement with Client(s) or Sponsor(s). I will be ever mindful of the level of intimacy appropriate for the relationship. I take the appropriate action to address the issue or cancel the coaching engagement.

Section IV—Responsibility to Society

As an ICF Professional, I:

25. Avoid discrimination by maintaining fairness and equality in all activities and operations, while respecting local rules and cultural practices. This includes, but is not limited to, discrimination based on age, race, gender expression, ethnicity, sexual orientation, religion, national origin, disability or military status.

26. Recognize and honor the contributions and intellectual property of others, only claiming ownership of my own material. I understand that a breach of this standard may subject me to legal remedy by a third party.

27. Am honest and work within recognized scientific standards, applicable subject guidelines and boundaries of my competence when conducting and reporting research.

28. Am aware of me and my clients’ impact on society. I adhere to the philosophy of “doing good,” versus “avoiding bad.”

5. The Pledge of Ethics of the ICF Professional

As an ICF Professional, in accordance with the Standards of the ICF Code of Ethics, I acknowledge and agree to fulfill my ethical and legal obligations to my coaching Client(s), Sponsor(s), colleagues and to the public at large.

If I breach any part of the ICF Code of Ethics, I agree that the ICF in its sole discretion may hold me accountable for so doing. I further agree that my accountability to the ICF for any breach may include sanctions, such as mandatory additional coach training or other education or loss of my ICF Membership and/or my ICF Credentials.

For more information on the Ethical Conduct Review Process including the links to file a complaint, please click the button below.

Simply Redeemed Ministries, LLC.
Testimonial

Client name: ________________________________________________
Thank you for participating in my quest for testimonials. I use the PAR system, which asks for the problem, the solution and the result. I’d be delighted to hear from your perspective how our coaching sessions benefitted you in this fashion:

PAR:
• Problem or challenge the client had
• Action client took along with coach
• Result –what was the result?
• Name two things the coach could have done better.

If you feel compelled to complete a testimonial, please email this to be with an indication as to whether or not you are happy for me to use this in my marketing materials. 
Health and Happiness!
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