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Welcome to CS Training UK Ltd  

 

 

 

 

 

 

 

We prov ide complete development opportunit ies from ful l  ILM 

qualif icat ions (Institute of Leadership & Management) to quick and simple 

solutions to leadership and personal development s ituations (eBITES) .  

Our courses are used by both public and private sector organisations to help 

develop indiv iduals to  the h ighest standards. 

 

This gu ide is a framework to ensure the t ime you spend coaching is as 

effective as possible to gain the best for both parties.  

Vis it www.cstrain inguk.co.uk  for more courses  

or contact us v ia email:  info@cstrain inguk.co.uk   

or te lephone: 01480458833 

   

This very s imple technique  enables 

you to use standard coaching models 

such as GROW or OSCAR but ‘ frames’ 

the conversation.  

7 Essentials to workplace coaching  

Develop your coaching with our ‘Complete Workplace Coach ’ 

on-l ine video course or take our ILM (Insti tute of Leadership 

& Management) approved coaching course. See the website 

for details.  

http://www.cstraininguk.co.uk/
mailto:info@cstraininguk.co.uk
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7 Coaching Essentials in the Workplace  

 

 

Your preparation as a coach is essential. Even if 

you have carried out coaching extensively or  if  

you are new to the process, the preparation can 

make or break the success of the interaction.  

Below are some key considerations for coaching 

preparation: 

-  Has the person chosen to be coached or 

sent? This wil l  inf luence your approach the 

sessions. 

 

-  I f  sent, has there been a conversation with 

the l ine manager to establish purpose? A 

3-way contract might be necessary.  

 

-  Send any necessary pre coaching 

information to coachee. This might  inc lude 

explanations of what coaching is and is 

not. 

 

-  Book an appropriate room that wil l  ensure 

privacy and confidentia l ity.  

 

-  Ensure you have an accessible wr itten 

descript ion of your ro le to support your 

verbal explanation.  

 

-  Establish appropriate t iming with the 

coachee 

 

-  How wil l  you take notes for the session? 

  

 

 

Complete your 

checklist of 

preparation  
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7 Coaching Essentials in the Workplace 

 

W ithout rapport and trust the coaching 

conversation is unlike ly to y ie ld results.  

-  Spend time to f ind out wider information 

about the coachee. 

 

-  Identify any common ground. (people l ike 

people l ike themselves). 

 

-  Empathise with concerns about the 

process.  

 

-  Use the explanations of coaching to help 

build the trust and rapport .  

 

 

-  Use the env ironment to help establish 

rapport. Consider the layout of the  room, 

how the chairs are posit ioned and the 

sense of privacy.  

 

-  Expla in (see contracting) the 

confidential i ty of  information and what wil l  

be shared.   

 

 

-  Use physiolog ical matching careful ly.  

 

The above can go some way to assist with trust 

and rapport.  

 

 

 

 

 

Build rapport 

and trust 
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7 Coaching Essentials in the Workplace 

 

The reason for th is is  that if  we don ’ t  manage 

the expectations appropriately, that is :  

-  giv ing the Coachee all the information they 

need to develop their understanding of how 

coaching works ; 

 

-  how it might be dif ferent to other forms of 

support; 

 

-  informing them that they are going to go 

through a process where they wil l be 

questioned and we wil l  be asking them to 

dig deep into their own th inking , 

 

then it can feel l ike quite a focussed interv iew.  

If  the Coachee feels l ike they are being 

interv iewed, then they are l ike ly to put barriers 

up.  

This wil l  potentia l ly  prevent them sharing  the 

information that is going to be useful for  them to 

move through the process and f ind it a 

successful.   

 

 

 

 

 

Manage the 

expectations  

 

Develop your coaching with our ‘Complete 

Workplace Coach ’ on-l ine v ideo course or 

take our ILM (Institute of Leadership & 

Management) approved coaching course. See 

the website for details.  
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7 Coaching Essentials in the Workplace 

 

 

I t  is  important to establish if  coaching is the 

r ight course of action for you both.  

 

Establishing the main concern or focus for 

coaching wil l  enable you as the coach to decide 

if  th is approach suits the situat ion or i f  you 

would be better to refer them to an alternat ive 

source of support.  

 

I t  is  important to remember not to attempt 

support you are not qualif ied to offer.  

 

I f  the subject is appropriate for coaching, this 

conversation helps with  rapport build ing and 

helps you identify the coaching model that may 

suit best.  

 

  

 

 

Establish the 

focus  
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7 Coaching Essentials in the Workplace 

 

The contract is an agreement of understanding. 

It ensures that the coachee is satisf ied with 

explanations and processes. 

The contract might include:  

-  What coaching is and is not  

-  How information wil l  be stored  

-  Who wil l  have access to the information  

-  What information wil l  be shared 

-  What happens if the subject area is not 

appropriate for coaching 

-  What referral opt ions are availab le  

-  What happens if you are not the right 

person to coach them 

-  Commitment to the t ime it wil l take  

 

The contract can be verbalised but i t  is  

important to fol low th is up with a wr itten copy.  

 

 

  

 

 

Contract with 

them 

 

Develop your coaching with our ‘Complete 

Workplace Coach ’ on-l ine v ideo course or 

take our ILM (Institute of Leadership & 

Management) approved coaching course. See 

the website for details.  
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7 Coaching Essentials in the Workplace 

 

Standard models of coaching are open for the 

coach to identify their own goals or focus of 

discussion. Th is is f ine in l ife coaching but in 

the workplace the conversation may need to be 

more specif ic  to a performance development 

need.  

 

This very s imple technique  enables you to use 

standard coaching models such as GROW or 

OSCAR but ‘ frames ’  the conversation. 

 

The coach opens the question using the framing 

statement “With [t ime management] in mind, 

what… . .”  

 

 

 

  

 

Use framework 

coaching  
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7 Coaching Essentials in the Workplace 

 

At the end of the coaching, it  is  useful to rev iew 

the actions agreed and gain feedback from the 

coachee about the perceived effectiveness.  

 

This g ives you valuable information as a coach 

for your own development and consolidate the 

commitment to action by the coachee.  

 

The effectiveness wil l  a lso be reinforced when 

you meet again to rev iew the actions completed 

at the next session.  

 

 

 

 

 

 

Review and gain 

feedback  

 

Develop your coaching with our ‘Complete 

Workplace Coach ’ on-l ine v ideo course or 

take our ILM (Institute of Leadership & 

Management) approved coaching course. See 

the website for details.  


