conjunctio coaching.

595 merritt avenue, suite 7

oakland, ca 94610

thrive@conjuncio.com

_________________________________

510.612.6429

welcome.

I am glad to welcome you as a new coaching client. I look forward to assisting you in accomplishing what you really want in your career and in your life.

Coaching is a great investment in yourself, your career, and your family. It is a relationship of equals designed to generate possibilities and effective action that will get you from where you are to where you want to be, even if you don’t know where that is yet, while growing personally and professionally. As the client, you set the direction of the coaching. As your coach, I will support you in being and doing your best from the inside out.  

This packet contains: a professional biography (so that you have some background information on me), policies and procedures that serve as our agreement, a form for basic information from you, and three questionnaires (tell me about yourself, life inventory and work-life assessment) which will begin the coaching process for you.

It is especially important for you to be familiar with the policies and procedures. The document includes a request to return (fax is available, call first) the signed agreement prior to our first coaching call.

With the signed agreement, we will schedule our first session. I look forward to getting started this week.

To Greater Success, 

laura lund

conjunctio coaching

thrive (thriv) intr.v. 1. To make steady progress; prosper. 2.  To grow vigorously, flourish.  [Middle English thriven, from Old Norse thrifask, reflexive of thifa, to seize.] –thriv’er  n.

policies and procedures
Please review and fill out the policies and procedures that follow.  By signing the policies and procedures form, you agree to the statements herein.  Once I’ve received your signed form, I will sign it also and send it back to you, as our agreement.

PROCEDURE
Coaching is a process that occurs in our coaching calls, when doing fieldwork (most sessions will require fieldwork), and in your everyday life. You will have pre-scheduled sessions each month for a specific time and day. Mark it on your calendar for that month and plan around it. Call me at (510) 208-1996 exactly at the agreed time from a quiet location.  


CALLS
Our agreement includes ____ scheduled sessions per month for a term of ____ month(s), with renewal or cancellation of contract available at the end of the term. Term of the contract is no less than one month. Sessions are one hour. If you are on vacation, we can spend more time before you leave or after you return so that you receive your scheduled time for each month. Note: If you want me to review something before our call, please email it to me at soprafina@hotmail.com.

Please Initial: ________


JUST-IN-TIME COACHING 
You may call, email, or fax between our scheduled calls if you need support, advice, have a challenge or have a success to share with me. I can be reached Monday through Thursday 10a-5p Pacific time at (510) 612-6429. Please also feel free to email, which I usually check each morning, or leave voice mail, which I check more frequently. If I am not available, I will get back to you at my first opportunity.

CHANGES
Please keep all of your appointments, consistency is important. To reschedule your call, please give at least 24 hours notice. If you have an emergency, we'll work out what will work for you. If you miss an appointment (no show, no call) we will speak on the next scheduled appointment and you will forfeit that session (including fee).

Please Initial: ________

CONFIDENTIALITY
conjunctio coaching keeps all client information strictly confidential in order to encourage candor and a genuine exchange of thoughts, concerns, and solutions. When coaching occurs under an organization's sponsorship, confidentially is waived if the coach sees a threat of self-harm, sexual harassment or work place violence.

Please Initial: ________

INTELLECTUAL PROPERTY
Although conjunctio coaching is interested in adding value to as many professionals as possible, the client promises not to re-distribute any program materials provided by the coach without prior written approval by the coach. Please Initial: ________

LIABILITY AGREEMENT
The coaching process is a unique action learning method; it is not therapy, nor does it confer legal or financial advice. With the client's agreement, the coach may refer to other competent professional colleagues with whom the coach collaborates.

I know that, as the client, I am personally responsible for the actions I take. As such, I do not hold conjunctio coaching or laura lund liable for consequences of my actions or absence of actions. I agree that laura lund is not an Employment Agent, Business Manager, Financial Consultant or Psychotherapist and he has not promised, shall not be obligated to and will not (1) procure or attempt to procure any employment, business or sales for the client or (2) perform any business management functions such as accounting services, advise on tax or investment matters or (3) act as a therapist, counseling me or providing psychoanalysis, group or behavioral therapy.
Please Initial: ________

FEES 
The Coaching Fee is $_____ per month. Payment may be made by cash, check or credit card. Payment is due the first of each month. If you choose to pay be credit card, you will need to set up a Paypal Account. It is a simple process. You will be asked to fill out a one-page form, in which you will receive a $5 sign on bonus.  If you would like to pay by credit card with Paypal, I will send you an email that will direct you to registration and give you the instructions you need to pay.

Please Initial: ________


PAYMENT AGREEMENT (requires signature)
conjunctio coaching is hereby authorized to charge monthly, on the 1st of each month, to the following credit card in the amount shown for coaching or other program as noted below until terminated in writing.

Please Initial: ________

AGREEMENT

With my initials, where indicated, and signature, I agree to the terms set forth in this document.

_________________________________________Date______________  

CLIENT SIGNATURE                             

_________________________________________Date______________
COACH SIGNATURE            

basic information

Please provide the personal information requested. Thank you.
First Name________________________ Last Name ___________________________

Mailing Address_________________________________________________________

________________________________________________________________________

Email Address__________________________________________________________

Home Phone_______________ Work _________________Cell __________________

Occupation____________________________________________________________

Employer Name_________________________________________________________

Date of Birth________________ Sex __M___F___ Marital Status________________

Significant Other’s Name_________________________________________________

Child(rens) Name(s) and age(s)____________________________________________
_______________________________________________________________________
_______________________________________________________________________

tell me about yourself
The following questions are designed to stimulate your thinking in a way that will make our work together even more productive. As a coach, it’s important for me to understand how you view the world, in general, and yourself, in particular.  Please take the time you need to answer these questions as thoughtfully as possible, expressing the best of yourself.

1. What accomplishments or measurable events must occur, in your opinion, during your lifetime so that you will consider your life to have been satisfying and well lived—a life of few or no regrets? __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. If there were a secret dream in your life, something that is almost too exciting to consider actually doing, what would it be? __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. What do you consider your role to be in your family, your work, your community, and/or the world? __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. If you could devote your life to contributing to/serving others, and still have the money and lifestyle you needed, would you do it? How would it look? __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5. If you trusted your coach enough to tell her how to manage you most effectively, what tips would you give about how you are best managed? __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

6. If you had the continuing services of a coach to help you realize a five-year goal or plan, what would it be? What difference would working with a coach make for you? __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

7. What is less than satisfactory in your life that you have been tolerating or putting up with? Or, what’s missing in your life that, if you had it, would make your life more fulfilling? __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

8. What are your goals or objectives for the year? __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

9. What are your goals or objectives for the next three months? __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

10. Do you believe in God or in the concept of a higher power? If so, please describe the most useful and empowering aspects of your relationship with God? If not, are there any other ways in which you orient yourself to the world around you?  __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

11. If you’ve considered it, what is your life purpose? How does it impact your day-to-day living? How do you know it is your life purpose? If you have not considered it, what might your life purpose be? __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

12. What else would you like your coach to know about you? __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

life inventory

On a scale of 1 to 10, with 10 being high, what is your level of satisfaction for each of the following areas of your life: 

career rating




[
]

money rating




[
]

health rating




[
]

friends& family rating


[
]

significant other/romance rating

[
]

personal growth rating


[
]

fun & recreation rating


[
]

physical environment


[
]

work life assessment

The following questions will assist you in articulating where you are and where you want to go with your work life, creating the building blocks for coaching designed to advance or change your career.  Some careers are more complex than a questionnaire; answer as best as you can.

Where You Are:

Using no more than 15 lines, write a job related curriculum vita for yourself. This is not a resume; rather, think of this presentation as what you would give to someone to use in introducing you to a group to whom you were making a speech.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Creating the Future:

Again using no more than 15 lines, write the CV you would like to be using 5 or 10 years from now as you are asked to give a speech to a group:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Evaluating the Gap:
Now it’s time to make a quick evaluation of the difference between where you are now and where you want to be in 5 to 10 years.  Don’t worry if you don’t know the answers to some of these questions—these questions are the heart of what coaching will help you imagine and articulate. 

1. What are your three major skill sets?

· ________________________________________

· ________________________________________     

· ________________________________________

2. What are the three most important skills needed in your current position? 

· _________________________________________

· _________________________________________

· _________________________________________

3. What skills do you need to realize the goals you stated in your vision for your future CV?

· __________________________________________

· __________________________________________

· __________________________________________

4. How well do your skills match those needed in your current position?

5. How well do your current skills and those needed in your current position match the skills you project to be needed in your vision for your future?

6. What skills do you need to focus on to realize your vision for your future?

· __________________________________________

· __________________________________________

· __________________________________________

Congratulations! By completing these forms, you have begun the coaching process. I appreciate the amount of time and self-reflection it takes to thoughtfully answer so many of this sort of question.. Thank you.

 It is my intention that the work we do together makes it possible for you to create a life in which you thrive. 

