
Coaching Agreement 

CLIENT NAME:__________________________________________ 

  
This document and attachments constitute a contract between us (the 
"Agreement"). You should read it carefully and raise any questions and 
concerns that you have before you sign it. 

PARTNERSHIP/EXPECTATIONS: 

Coaching is a partnership between a coach and a client to accomplish goals. I will do 
my best aid your journey, but you are the most important ingredient in your success. 
What you get out of coaching will depend entirely upon what you put into it. The 
purpose of coaching is to develop and implement strategies to help you reach 
personally identified goals and personal satisfaction. 

Tell Me I’m Wrong. If I’ve misinterpreted something or you feel you current need 
isn’t being addressed in any way, please let me know! In whatever way you’re 
comfortable, please help me come back to being on the same page with you. 

MEETING INFO: 

These are typically one-on-one meetings to discuss and strategize your goals and 
work. They can be done in person or long distance (phone or screen sharing). 



Long Distance Meetings. If we have planned a phone meeting, I will call you at the 
start of our meeting. If it will be a video-based zoom meeting, please be ready 5 
minutes early, with your computer on and having checked the screen sharing settings. 

MAKING THE MOST OF YOUR APPOINTMENTS: 

Arrive on Time. Again, the scheduled time is yours. I won’t be upset if you are late, 
but I will end on time. You will get more out of coaching when you are there on time 
and don’t feel hurried.  

Bottom-Lining. If I suspect clients have gone off into “story mode” in a way that’s not 
moving our coaching goals forward, I may redirect you back to the topic or ask, 
“What’s the bottom line?” I’m not trying to be rude— I usually really enjoy my clients’ 
stories, but I’m trying to be respectful of the time. 

Clearing. Sometimes something emotional or frustrating has recently happened that 
might mentally be taking you away from your coaching goals. Clearing for 2 minutes, 
where you went and I just listen, can be a way to free you up to focus on our goals 
again. 

SCHEDULING POLICIES: 

It's your responsibility to know when appointments begin and to arrive on time, ready 
to work. If this is a struggle for you, I'm happy to coach you on calendaring, 
reminders, and generally getting places on time as part of our coaching sessions.  

Cancelation Policy. I ask that you notify me of cancelations at least 24 hours in 
advance of our appointment start time, 48 hours if we are meeting at an offsite 
location (somewhere in person, other than my office). Less than that is considered a 
"late cancelation." If you must cancel after that, please let me know ASAP, preferably 
by telephone or text message. I reserve the right to bill for the full session, at your 
standard coaching/consulting rate, for late cancelations. 

No-Show Policy. If you are not present and have not contacted me by 15 minutes 
after the start of our appointment, the meeting is considered a "no-show." I will 
charge the full amount of the session at your coaching rate for “no-shows”. 



Late Policy. Our meetings will begin promptly on time and end on time, based on 
the meeting duration we have set together. If you are late, the session will still be 
billed the same as if you had arrived on time. This is so that we can each respect one 
another's time, and to provide external structure for making and keeping 
appointments.  

PAYMENT PROCEDURE: 

The Coach is paid in advance of each coaching session. The first coaching session will 
begin after this agreement is signed and returned to the Coach and the first payment 
is received. Services requested by the Client, in addition to coaching calls, will be 
billed at a prorated hourly rate (agreed in advance) and will be paid within 30 days of 
service. 

Coaching Packages. Pre-paying for several coaching sessions in advance is an option 
that will free us up to focus on coaching each meeting, rather than on payments. If 
you change your mind after we’ve started coaching, I’m happy to refund your 
remaining sessions minus a $200 administrative fee.  

TECHNOLOGY FINE PRINT: 

(In case I work with your devices at some point.) Technology can be crazy and not all 
the possible variables can be accounted for. This section is to cover us in case things 
get wild. Please initial by each line, just in case we work with your computing devices. 

___ My data integrity is my responsibility. My devices are backed up to my current 
standard. (That means you have the best copy of your data that you feel you need or 
can create before someone else (the Coach) mucks about with your computer.)  

___ I know that just because something fails while the Coach is working on it, doesn’t 
mean the failure is the Coach’s fault.  

___ If we’re planning to screen share, I’ll check my screen sharing settings ahead of 
the call.  



CLIENT AGREEMENT: 

Coaching/Consulting Agreement.  I understand, and agree to, the policies outlined 
above. 

Coaching/Consulting Rates. I will pay our agreed upon rate for coaching with 
Brittany or for pre-approved work that Brittany completes on my behalf. 

Travel Charge. I agree to pay an additional travel charge for on-site work, based on 
factors such as distance traveled and type of work. Fee amount will be negotiated 
with Brittany.  

____________________________________  _____________________ 

Client’s signature      Date 

SEPARATE PAYEE: 

Applies to employers, parents, or any other time a third party is sponsoring coaching 
for the client. 

Confidentiality.  While the specific contents of our meetings will be confidential, the 
payee has the right to certain information, including the attendance record of the 
client. Depending on the arrangement, we may also broadly discuss long term 
coaching goals and how coaching is progressing overall with the payee. 

____________________________________  _____________________ 

Client’s signature      Date 

____________________________________  _____________________ 

Guardian/Payee signature     Date 



Coaching Improvement

Note: As your coach, I strive for the greatest level of competence. It is therefore my plan to 
continue my educational process for ongoing levels of certification and training. Participation 
in my training is completely optional. 

USE NAME AND EMAIL TO LOG CERTIFICATION HOURS 
The International Coaching Federation (ICF) and other coaching certification programs may require coaches to 
provide a listing of client names and billable client hours for various levels of certification. Your signature below 
indicates you give your permission to have your name and client hours provided to such organizations to verify 
coaching hours for ongoing certification. Your coaching content remains confidential. 

I, _____________________ ,  agree to have my name given to the coach certification 
organization that you are affiliated with. I also agree to be contacted by the coach 
certification organization to verify that I was your client and to communicate whether I 
was satisfied or not with the coaching services you provided. 

RECORDED SESSIONS 

I might ask to record our sessions to listen back to and improve my coaching. With your permission, 
this will occasionally include submitting a recording to an ICF certified mentor coach for feedback, who 
has also pledged to maintain confidentiality. Initial by the options you are willing to participate in.  

_____  It’s okay for Brittany to record our meetings 

_____  Brittany may submit recordings of our meetings to a certified Mentor Coach for 
further training and feedback 

 
Client Signature __________________________      Date_____________________________  

Client Email ______________________________      Guardian ________________________


