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PREFACE 
This textbook covers the fundamentals of setting up a coaching 
business. I share tools and techniques that will assist you in launching 
and running your thriving coaching business. I approach this topic 
from coaching, psychology, counseling, marketing, and corporate 
management perspectives. The following foundational coaching 
resources are covered in this handbook: 

• Context— Background information, research findings, theory, 
and contextual material that will give you the background you 
need. 

• Guidelines— Best practices that will streamline your 
coaching processes and guarantee you deliver high-quality 
coaching services to your clients. 

• Planning— Critical planning and decision-making techniques 
to rapidly optimize your coaching business. 

• Records— Best practices for professionally documenting 
coaching information such as notes, records, intake, 
agreements, questionnaires, and feedback. 

• Skills— Core coaching skills, techniques, and tips so you can 
get certified, launch your coaching business, and start 
immediately. 

• Business— Foundational knowledge needed to run your 
business, manage financials, market your services effectively, 
create your brand, and build your Internet presence. 

• Exercises— Proven techniques that will generate immediate 
success by jumpstarting the coaching process with your 
clients. 

• Forms— Sample forms and business documents you can 
adapt and tune to your specific coaching practice. 

• Tools— Smart tools that will help pinpoint particular client 



 x 

issues so you can make informed, empathetic, and 
professional coaching decisions. 

I approach the content of this book from coaching, psychology, 
counseling, and corporate management perspectives. 

• In the psychology domain, I draw upon my experience as a 
Clinical Psychology professional with a Bachelor of Science in 
Psychology, Master’s in Clinical Psychology, and a Ph.D. 
(Candidate) in Clinical Psychology.  

• My coaching perspective originates from collaborating with 
clients as a Professional Certified Coach, accredited by the 
International Coach Federation.  

• I bring a corporate management perspective from my 15-year 
career as a product manager at TD Bank, Microsoft, Mozilla, 
and Bell Canada. 

I believe that each individual is whole, creative, self-guiding, and 
meaning-making. We all have unique strengths and gifts that we draw 
upon to create a life of meaning. Coaching is about exploring these 
strengths and gifts to help our clients find their path to fulfilling their 
true potential. 
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WEBSITES 
Send feedback and read supplemental material on the  
EffectiveCoachingSeries.com website. 

You may also be interested in the “Workplace Mental Health Series” 
to learn more about how to coach clients with workplace trauma and 
other mental life issues. Learn about the series by visiting the 
WorkplaceMentalHealthSeries.com website. 
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THE COACHING PROFESSION 

INTRODUCTION 
Coaching has been around for a long, long time. Plato’s Dialogues 
from fourth-century BC Greece have many elements: 

• Challenging assumptions 

• Exploring ideas 

• Making sense of the world 

Modern coaching takes many influences from the contemporary 
sports coach. Coaches cheers on their team, dispenses advice, and 
motivates team members. 

Coaching in the context of business has become more popular over 
the last decade. A business coach works in much the same way as a 
sports coach: 

• Encouraging performance  

• Facilitating desired outcomes 

• Building skills  

• Developing talent 

Many companies recognize that if their employees are happy, then 
business productivity increases. Senior executives sometimes work 
with a coach that supports them to deliver business excellence, tackle 
work-life balance, and achieving personal fulfillment. 

Life coaching emerged more recently and is gaining popularity in the 
business world and in the daily lives of individuals. Life coaching uses 
the process of dialogue to move clients in the right direction. When 
coaches engage in purposeful conversations, they help their clients 
cut through the noise and reach the core of the issues they are facing.  
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Coaches often discuss some of these topics with their clients: 

• What beliefs about yourself stop you from taking specific 
actions? 

• What your options, and how can you explore them? 

• Why do you act in the way that you do? 

• How can you best go about attaining the results you want to 
achieve? 

• How can you maintain your motivation and stay on track? 

Coaching conversations leave clients invigorated, inspired, and ready 
for action. Life coaching inspires clients to live the life they want and 
live through the parts they don’t. Coaches draw upon the lessons the 
client has already learned and their strengths to achieve positive and 
lasting change. Coaching conversations help clients identify how to 
live their very best life, the one that taps into their full potential, 
strengths, and gifts. 

Life coaching is a process of developing the questions that lead to the 
answers that are right for you. Fundamentally coaching does not 
assume the answers aren’t out there for you; you already have all of 
your answers. The coach facilitates the exploration of how and where 
to find them. 

The International Coaching Federation defines coaching as 
“partnering with clients in a thought-provoking and creative process 
that inspires them to maximize their personal and professional 
potential.” Coaching helps people lead more fulfilled and meaningful 
lives and begins by focusing on what already works for you. Coaching 
will enable you to identify and optimize your values and strengths. 
Look at the big picture of your life so you can fine-tune and adjust 
the path you are on. 

Coaching encourages deep reflection about yourself and your life to 
increase personal insight and awareness. Apply this new 
understanding to make clear, informed, and fresh choices. 
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Finally, coaching is about committing to actions that will create real, 
lasting change and move you towards a more meaningful, happy, and 
fulfilling life. 

The coaching alliance is truly designed as a partnership in the service 
of a particular client's goals and desires—these are co-created with 
the client and coach. 

Coaching is a learning experience between a coach and a client that 
builds on the client’s desire to do something different in the future. 
Coaching is the process of exploring the possibilities for change and 
works through resistance to change. Egan’s (2002) model of coaching 
identifies five stages: 

• Stage 1: What does the client want or need? 

• Stage 2: What is happening now? 

• Stage 3: What possibilities make sense to the client? 

• Stage 4: How does the client get what they want or need?  

• Stage 5: How does the client make it happen? 

The coach begins by understanding (Hammond, 1998) the client’s 
desires, history, values, beliefs, and motivations. Throughout 
coaching, the issues the client focuses on change many times, and 
their desired outcome change as well. Clients explore possibilities to 
see what they want and how to make it happen. The coach remains 
curious and supportive throughout this process. 

Clients connect with a coach for the following reasons: 

1. An individual realizes something isn’t working as they are not 
happy with the status quo. 

2. An individual realizes their world has changed, and they have 
not evolved to adapt. 

3. An individual wants a different outcome from the outcome 
they previously experienced. 

4. An authority figure or someone they respect says they need to 
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change because of some non-compliant behavior. 

5. An individual needs to prepare for a new leadership position. 

6. An individual has become a new leader within an 
organization, and they need to integrate into the new culture. 

Regardless of how a person enters coaching, the outcome is what is 
most important to the client. The client is more open and engaged in 
the coaching process if they voluntarily chose to receive coaching.  
The client is less open and more resistant to the coaching experience 
if they are required to be coached to stay within the status quo or 
current system they operate in. 

Trust is critical because it is the basic building block of action. It is not 
possible to tune into someone else if there is no trust. Sincere support 
begins when the client trusts the coach. 

Finally, coaching is only successful when a client believes that the 
desired outcome is worth the energy expended to get through the 
resistance to change. 

[CONTEXT] COMPARING COACHING TO RELATED 
PROFESSIONS 
Coaching differs from therapy, mentoring, and consulting, and the 
table below covers the difference between these four professions. 

Therapy Mentoring Consulting Coaching 

Deals mostly with 
a person's past 
and trauma and 
seek healing. 

Deals mostly with 
succession training 
and seek to help 
someone do what 
you do. 

Deals mostly with 
problems and seek 
to provide 
information 
(expertise, 
strategy, 
structures, 
methodologies) to 
solve them. 

Deals mostly with 
a person's present 
and seek to guide 
them into a more 
desirable future. 
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Therapy Mentoring Consulting Coaching 

Doctor-patient 
relationship. The 
therapist has the 
answers. 

A less experienced 
person works with 
a wiser, more 
experienced 
person. The 
mentor has the 
answers. 

Expert-person 
with problem 
relationship. The 
consultant has the 
answers. 

Co-creative, equal 
partnership. The 
coach helps the 
client discover 
their answers. 

Assumes many 
emotions are a 
symptom of 
pathology or are 
an indicator that 
something's 
wrong. 

It is limited to the 
emotional 
response of the 
mentoring 
parameters. 

It does not 
typically address 
or deal with 
emotions. The 
focus is on the 
information. 

Assumes that 
emotions are 
natural and 
normalizes them. 

The therapist 
diagnoses then 
provide 
professional 
expertise and 
guidelines to give 
clients a path to 
healing. 

Mentors allow 
their clients to 
observe their 
behavior and their 
expertise. Mentors 
answer questions, 
provide guidance 
and wisdom. 

The consultant 
stands back, 
evaluates a 
situation, and then 
identifies the 
problem and 
determines how to 
fix it. 

The coach stands 
with the client and 
helps them 
identify their 
challenges. 
Coaches work with 
the client to turn 
challenges into 
victories and hold 
the client 
accountable so 
they can reach 
their goals. 

How Coaching is Similar to Therapy 
The training therapists receive highly applicable and relevant to the 
coaching relationship. If you are a trained therapist (whether a 
counselor, social worker, family therapist, psychiatrist, or 
psychologist), there are many transferable skills a therapist brings to 
the coaching relationship. Listening skills, reframing, positive regard 
for the client, notetaking, and process skills are just a few transferable 
skills.  

Therapists conduct intake interviews and discuss challenging issues 
with clients. Solution-focused therapy uses questions to focus the 
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client’s attention and awareness on what works rather than what is 
broken, and these are a valuable set of tools that can transfer to 
coaching. 

Both coaches and therapists are similar in the following respects: 

• Do not offer a solution, opinion, or advice.  

• Do not provide recommendations on what might be done in 
the future. 

• Ask questions and believe clients have the answers. 

• Focus the client and highlight relevant issues. 

• Emotions are valued, explored, and part of the process. 

How Coaching is Different from Therapy 

Coaching focuses on the present: 

• Coaching focuses on the present and what clients can do 
today to align with their goals and mission.  

• Therapy refers back to the past and previous experiences to 
work through their meaning and impact. 

Coaching views clients as already whole, whereas therapy looks to 
resolve a past pain: 

• Coaches view their clients as already whole, equipped with 
everything they need to reach their goals.  

• On the other hand, therapists help their clients heal from 
trauma or negative experience.                            

Coaching looks toward the future, whereas therapy often looks to the 
past: 

• People seek coaching as a method for creating a new future.  

• Coaching is about a client starting from where she is, 
receiving support as she does the inner work necessary to 
create outer transformation. 
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• On the other hand, people seek therapy to cope or come to 
terms with something that happened in the past.  

• They're often seeking tools to handle emotional issues that 
stem from past trauma.            

Coaching empowers the client to solve her problems, whereas 
therapy offers guidance and direction:                

• As humans, we want to solve problems for our friends and 
loved ones.  

• But coaching empowers people to find their answers and the 
solutions to their problems.   

• Coaches give non-directional feedback, often in the form of 
asking questions. 

• On the other hand, people seeking therapy are often looking 
for professional advice and direction on how to cope with 
something.  

• Therapists offer directions, guiding the conversation.        

Coaching focuses on outer action with measurable results, whereas 
counseling focuses on the "inner" (the conscious and subconscious 
mind): 

• The goal of coaching is to support clients in making specific 
changes.  

• That is why a coach will often work with a client to create 
benchmarks they can aim towards during the time they work 
together. 

• On the other hand, counselors often help their clients identify 
and gain a deeper understanding of the conscious and 
subconscious reasons for their behaviors.  

• Change is not necessarily the goal here. 

Coaches don't diagnose; therapists and other mental health 
professionals do: 
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• Life coaches identify current behavior and thought patterns in 
their clients and ask questions to help their clients change 
those patterns and move forward. 

• On the other hand, therapists and other mental health 
professionals often look to diagnose their clients with 
conditions that explain why they behave a certain way.        

Coaches Must Consider Mental Health Issues 

According to the majority of coaches in the Harvard Business Review 
(HBR) survey, clients tend to be mentally “healthy,” whereas therapy 
clients have psychological issues. In the HBR respondents’ view, 
coaching does not seek to treat mental problems, such as depression 
or anxiety. 

Coaching does not and should not aim to cure mental health 
problems. However, the notion that candidates for coaching are 
usually mentally robust flies in the face of academic research. Studies 
conducted by the University of Sydney, for example, have found that 
between 25% and 50% of those seeking coaching have clinically 
significant levels of anxiety, stress, or depression (Grant, 2001). 

I’m not suggesting that most clients who engage coaches have mental 
health disorders; however, some might, and coaching clients who 
have unrecognized mental health issues can be counterproductive 
and even dangerous. 

The vast majority of clients are unlikely to ask for treatment or 
therapy and may also be unaware that they have issues requiring it. 
That’s worrisome, because of contrary to popular belief, it’s not 
always easy to recognize depression or anxiety without proper 
training. A client is far more likely to complain of difficulties related to 
time management, interpersonal communication, or workplace 
disengagement than anxiety. This raises important questions for 
clients hiring coaches—for instance, whether a non-psychologist 
coach can ethically work with a client who has an anxiety 
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respondents said the field has charlatans, many of them lack 
confidence that certification on its own is reliable. 

Part of the problem is the number of different certifications. There 
are more than fifty organizations issuing coaching certifications; 
buyers are understandably confused about which ones are credible. 
Currently, there is a move away from self-certification by training 
businesses and toward accreditation—whereby responsible 
international bodies subject providers to a rigorous audit and accredit 
only those that meet strict standards. 

Although experience and clear methodologies are essential, the best 
credential is a satisfied customer. A full 50% of the coaches in the 
HBR survey indicated that individuals select coaches based on 
personal preferences. 

[SKILLS] COACHES REMOVE OBSTACLES 
Stella coaches remove obstructions without adding new ones through 
the process of helping their clients gain balance in all areas of their 
life. Obstruction blocks them from achieving their potential, and 
often the biggest obstacle is the belief systems of their clients. 

Below are the most frequent coaching issues and the techniques 
competent coaches apply to remove obstacles (Martin, 2001). 

Coaching issue What clients present Techniques coaches use to 
remove obstacles 

Prioritize 
themselves last 

Clients present 
themselves as martyrs and 
prioritize others before 
themselves. This derails 
their ability to achieve 
their goals by distracting 
them from what matters 
to them. 

Coaches help clients reframe 
and reach the realization that 
they must help themselves 
first before they have the 
resources to assist others. 
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Coaching issue What clients present Techniques coaches use to 
remove obstacles 

Family issues Family issues cause them 
to opt-out of their dreams 
and are used as an excuse 
to remain stuck. 

Coaches help clients balance 
the needs and demands of 
their families with their guilty 
conscience and their desired 
goals and dreams. Help clients 
realize that if they achieve 
their goals, their families will 
also benefit. 

No clear vision 
or mission 

Clients don’t have a vision, 
a clear picture of what 
they want, or a mission 
statement. 

The raw material for coaching 
is what the client wants to 
achieve in their coaching 
process and ultimately in their 
life. 

Obscured 
outcomes 

Clients have several goals 
or outcomes. If they do 
not sound committed to 
achieving one of the 
outcomes, it is possible 
that it is not theirs and 
may belong to someone 
else. 

Coaches help clients identify 
what they want and how they 
what benefits they will 
personally gain once their 
outcomes are achieved. 

Financial 
Problems 

Clients need help solving 
financial problems. 

Coaches identify the client’s 
desired financial outcomes and 
income without judgment. 
Coaches are not financial 
advisors and refer clients to 
qualified professionals. 
Coaches always stay away 
from providing financial 
advice. 

Age barriers Clients say they would like 
to do something and then 
immediately dismiss the 
goal because they are "too 
old." They feel too old to 
start. 

Coaches encourage clients to 
realize their dreams, beginning 
with the most easily achieved 
objectives first. Clients become 
hooked on success, which 
builds momentum builds, and 
the client is inspired to 
continue despite their beliefs. 
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Coaching issue What clients present Techniques coaches use to 
remove obstacles 

Being the hero Clients always take on too 
much work. 

The hero enjoys the glory 
of being able to help 
others and sacrifice 
themselves for what they 
consider to be the greater 
good. 

Coaches uncover the reasons 
behind the client’s action. 
Often it is because “they can’t 
say no?” Coaches help build 
assertiveness and help clients 
practice the art of “saying no.” 

The “one day” 
or lottery 
syndrome 

Clients have the belief that 
they will be lucky; their 
"lottery numbers will 
come up," and they will 
magically reach their goals 
and dreams through luck 
and good fortune. 

Coaches encourage clients to 
contemplate the here and 
now. They ask clients what 
they could be today to work 
towards their dreams. Coaches 
help clients break down steps 
into small tasks to achieve 
their goals. This process shifts 
the locus of control within the 
client and away from external 
factors that they can’t control. 

Stuck in a 
career rut 

Clients feel stuck in a 
career rut and cannot see 
their way out. 

Coaches work with clients to 
identify all the jobs, careers, or 
professions that they can do if 
they had no restrictions. Then 
clients work with the coach to 
prioritize the list in order of 
“ease to accomplish,” “cost-
effectiveness,” “impact on 
family,” and “impact on self.” 
The client works on the 
highest priority items first, and 
coaches use open-ended 
questions to coach them 
through the process. 
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Coaching issue What clients present Techniques coaches use to 
remove obstacles 

Rebels Clients that are rebellious 
by nature and initially 
have many goals they 
want to do achieve. Rebel 
clients push back at the 
coach when they don't 
attain their goals. Rebels 
over-commit with their 
coach and then 
deliberately avoid 
achieving their goals. 

Rebellious clients create the 
freedom to achieve what they 
choose to without the feeling 
of being forced. 

Coaches help these clients 
understand their process and 
work with them to limit the 
number of goals they work on 
so they can step back from the 
process of rebelling. 

Stuck by 
Trappings 

The client wants to lead a 
simpler life but feels 
unable to live without the 
material things that are 
part of their current 
lifestyle. 

Coaches ask these clients to 
write a list of all the reasons 
why they want a simpler life 
and all the rationalizations for 
remaining in the current 
lifestyle. 

Then clients work with the 
coach to prioritize the list in 
order of “ease to accomplish,” 
“cost-effectiveness,” “impact 
on family,” and “impact on 
self.” The client works on the 
highest priority items first, and 
coaches use open-ended 
questions to coach them 
through the process. 
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Coaching issue What clients present Techniques coaches use to 
remove obstacles 

Not enough 
time 

Clients complain that they 
"don't have time," and 
that's why they are not 
able to move forward with 
their goals and dreams. 
This client complaint is not 
typically a genuine time 
issue; it's a commitment 
obstruction. 

Coaches work with clients to 
address time issues by helping 
them develop time 
management skills. 

If there is a commitment issue, 
the coach confronts the client 
with their observable behavior 
and reminds them of the 
commitment they have made 
to themselves and the 
coaching process. Coaches 
then reiterate the benefits the 
clients have identified for 
achieving their goals. Coaches 
challenge them on why they 
consistently fail to deliver on 
their promises. 

Adrenaline 
Junky 

These clients get their 
kicks from the adrenaline 
rush of a crisis and claim 
that they perform better 
when they have tight 
deadlines. They are 
hooked on adrenaline and 
sometimes burn out 
because they work too 
hard and play too little. 

Coaches facilitate these clients 
to understand their addictive 
process of seeking out their 
adrenaline buzz. Clients work 
through accepting that they 
may not want to give it up, and 
that could be trapping them in 
a cycle. Coaches collaborate 
with these clients to help them 
appreciate that the high of 
achieving their goals, through 
their efforts, is a healthy, 
intense, and longer-lasting 
euphoria. 



Life Coach Handbook 

 26 

Coaching issue What clients present Techniques coaches use to 
remove obstacles 

Energy drainers These clients associate 
with people and situations 
that deplete their energy. 
These friends, colleagues, 
careers, and partners 
continually suck the 
enthusiasm from these 
clients by creating 
obstacles or excuses to 
prevent change. 

Coaches ask these clients to 
consider the possibility that 
their associates may feel 
threatened by the planned 
changes and may need to be 
reassured, by the client, that 
change will be good for all 
parties. 

If this reassurance does not 
achieve results, the client will 
need to consider the value of 
these friendships. Coaches 
support and encourage these 
clients to form new friendships 
that align and facilitate their 
goals without draining their 
energy in the process. 

Coaches remove obstacles and encouraging clients to go beyond their 
perceived limitations so they can accomplish their aspirations, hopes, 
and dreams. 

Coaches apply communication skills that get the best from their 
clients and to help them to identify the obstacles in their lives. 
Coaching is designed to create balance and fulfillment in the lives of 
their clients. Coaches are there for clients every step of the way, even 
when everyone in their life is not supporting them in achieving these 
goals. Coaching works because clients realize they can. 

SYNOPSIS 

• Coaching in the context of business has become more 
popular over the last decade. 

• Conversations coaches have with their clients leave them 
invigorated, inspired, and ready for action.  
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COACHING BUSINESS 
FUNDAMENTALS 

INTRODUCTION 
Visualize and envision what you would like your business to look like 
your coaching business to look like in 2-3 years. Don’t be tempted to 
think too far ahead beyond three years because the sweet spot for 
planning is within three years. Think through how much revenue 
your business will generate, and from what sources? 

Make sure the vision for your business reflects your overall purpose 
for being in business and aligns with your mission, values, and ethics. 
In this section, I’ll review various ways you can create and define 
these statements of your business plan. Your mission, values, and 
ethics may be part of the strategic planning process, but they all have 
different objectives. Keep in mind that these statements can be 
written for various aspects of your coaching business.  If you remain 
connected with integrity to your business, you’ll be happier and more 
successful. Your mission, values, and ethics are the guiding forces for 
weathering the ups and downs and remaining laser-focused on 
achieving your coaching business goals.  

[CONTEXT] VISION, MISSION, VALUES, AND ETHICS 
A	mission statement	is a concise explanation of the reason your 
business is in existence. It describes the purpose and overall intention 
of your coaching business. The mission statement supports the vision 
and serves to communicate purpose and direction to others.  

To come up with a mission statement that encompasses all the 
significant elements of your business, you need to ask the right 
questions. Answering the following nine questions will help you 
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create a clear picture of the mission for your business. 

• Why are you in business?	What do you want for yourself, 
your family, and your customers? Think about the spark that 
ignited your decision to start your coaching business. What 
will keep your passion burning for your work? 

• Who are your customers?	What can you do for them that 
will enrich their lives and contribute to their success—now 
and in the future? 

• What image of your business do you want to 
convey?	Customers, partners, employees, and the public will 
all have perceptions of your company. How will you 
communicate the image of your business honestly and 
authentically to others? 

• What is the nature of your products and services?	What 
factors determine pricing and quality? Consider how these 
relate to the reasons why your business exists. How will this 
change over time as your business grows and evolves? 

• What level of service do you provide?	Most companies 
believe they offer “the best service available,” but do your 
customers agree? Be specific and define what makes your 
service so extraordinary. 

• What kind of relationships will you maintain with your 
partners? Every thriving business develops a partnership with 
others to form mutually beneficial relationships. When you 
succeed, your partners will as well. 

• How do you differ from your competitors?	Many 
entrepreneurs forget they’re pursuing the same dollars as their 
competitors. Think through what do you do better, cheaper, 
or faster than your competitors? How can you fill a niche your 
competitors are ignoring? Understand your competitors’ 
weaknesses and turn them into your advantage? 

• How will you use technology, tools, funding, processes, 
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products, and services to reach your goals?	A description of 
your service and product strategy will keep your energies 
focused on your goals. 

• What underlying philosophies or values guided your 
responses to the previous questions?	Writing down what is 
guiding your mission clarifies the “why” behind your business. 
This will energize you and keep you on track when you 
encounter setbacks or challenging times. 

A	vision statement	looks forward and creates a mental image of the 
ideal state that the organization wishes to achieve. It is inspirational 
and aspirational and should challenge employees. Questions to 
consider when drafting vision statements might include: 

• What problem are we seeking to solve? 

• Where are we headed? 

• If we achieved all strategic goals, what would we look like ten 
years from now? 

A	values statement	lists the core principles that guide and direct the 
organization and its culture. In a values-led organization, the values 
create a moral compass for the organization and its employees. It 
guides decision-making and establishes a standard against which 
actions can be assessed. These core values are an internalized 
framework that is shared and acted on by leadership. When drafting 
values statements, questions to consider might include:	 

• What values are unique to our organization?	 

• What values should guide the operations of our company?	 

• What conduct should our employees uphold?	 

In conjunction with a values statement, your	code of ethics	puts 
those values into practice. Ethics outline the procedures in place and 
behavior patterns that ensure your values are upheld. Ethics go 
beyond your belief system and includes expected professional 
coaching standards demanded of you. 
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3 
360-Degree Feedback, 20 

A 
ABC Theory, 12 
Abstraction, 13 
Acceptance, 255 
Accreditation, 21 
Accredited, 14 
Action Takers, 404 
Actions, 13 
Activating Event, 12 
Adult Learning and Development, 13 
Advice, 1, 6, 7, 15, 22, 117, 120, 171, 

184, 185, 248, 343, 352, 367, 398, 
458 

Aggressive Communication Style, 187 
Ambivalence, 403 
Anxiety, 8, 81, 82, 84, 119, 161, 257, 

267, 277, 278, 310, 312, 314, 340, 
346, 347, 348, 393, 408, 425, 429, 
431, 432, 434, 435 

Assertive Communication Style, 189 
Association of Coaching, 14 
Attachment, 443 
Attending Behaviors, 168 
Attentive Listening, 165 
Awareness, 263 

B 
Balance, 21 
Belief Systems, 10, 21, 535 
Beliefs, 13 

Benchmarks for Success, 18 
Benefits, 44, 46, 55 
Blog, 90 
Board Certified Coach, 14 
Board or Committee, 90 
Body Language, 82 
Body of Knowledge, 13 
Bookmarks, 94 
Books, 90 
Brand, 41, 43, 47 
Branding, 41, 45 
Brochures, 50 
Business Cards, 50, 76, 89, 92, 94, 96 
Business Coach, 1, 20, 36 
Business Name, 40 
Business Network International, 94 

C 
Call to Action, 52 
Calues, 191 
Career, 340, 342, 439, 440 
Career Counsellor, 342 
Centre for Credentialing and 

Education, 14 
Certification, 14, 20, 497, 525 
Chachka, 90 
Chamber of Commerce, 94 
Clinician-Administered PTSD Scale for 

DSM-5, 330 
Closed Questions, 182 
Coaching, x, 2, 4, 6, 7, 8, 155 
Coaching Agreement, 111, 116, 169, 

170 
Coaching Alliance, 3 
Coaching Conversations, 2 
Coaching Fees, 36 
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Coaching Mandal, 245 
Coaching Relationship, 5, 13 
Coaching Standards, 18 
Co-creation, 18 
Code of Ethics, 33, 34, 100, 311, 394, 

507, 516, 517, 519, 521, 523, 535, 
536 

Cognitive Resource, 11 
Cognitive-Behavioral Theory, 12 
Communication Styles, 185 
Competencies, 14, 505, 535 
Competent Coach, 15, 16 
Complex-PTSD, 329 
Conditioning, 12 
Conferences, 93 
Consciousness-Raising, 408 
Consent, 118 
Consultant, 14 
Consultants, 16, 45, 346 
Consulting, 4 
Contemplators, 403 
Core Principles, 33 
Core Values, 33 
Corporate, x, 36, 37, 454, 536 
Counseling, 18 
Counter-Conditioning, 408 
Couples Counsellor, 340 
Creative Think Tanks, 45 
Credentials, 18 
Credibility, 14 
Credit Cards, 97 
Crisis Situation, 350 
CRM. See Customer Relationship 

Management 
CRM Platform, 102 
CRM Software, 100, 102 
Customer Relationship Management, 

100 
Cyclical Process, 13 

D 
Decisional Balance, 407 

Demographic Data, 56 
Demographics, 36, 37, 472 
Denial, 443 
Depression, 8, 315, 340, 346, 347, 348 
Derailing Behavior, 19 
Design Call, 96 
Diagnose, 7 
Diagnostic and Statistical Manual, 330, 

346 
Direct Questions, 182 
Donations, 92 
Dramatic Relief, 408 
Dreams, 225 

E 
E-Book, 93 
Education and Skill Review, 14 
Electronic Greeting Card, 97 
Electronic Newsletter, 96 
Elevator Pitch, 50, 51, 52, 76 
Emotional Experiences, 11 
Emotional Intelligence, 11, 12, 347, 

561 
Emotional Intelligence Theory, 12 
Emotional Numbing, 331 
Emotions, 5, 9, 11, 12, 160, 162, 165, 

255, 257, 258, 260, 275, 276, 277, 
281, 282, 283, 287, 290, 291, 312, 
315, 318, 339, 345, 349, 353, 362, 
403, 437, 444, 446, 452, 453, 509, 
511, 527, 568 

Empathic Listening, 166 
Empowers, 7, 15, 441 
Energy Drainers, 265 
Engagement, 20 
Environmental Re-evaluation, 408 
Ethical Obligations, 9 
Ethical Standards, 13, 14 
European Mentoring and Coaching 

Council, 14 
Evidence-Based Competencies, 13 
Experiential, 13 



Index 

 579 

Experiential Learning Theory, 13 
Experimentation, 13 
Explanatory Style, 400 

F 
Family Counsellor, 340 
Features, 55 
Feedback, 246 
Feelings, 11, 12, 58, 84, 161, 162, 164, 

166, 180, 183, 186, 187, 189, 194, 
211, 212, 213, 214, 215, 216, 258, 
266, 275, 276, 277, 278, 279, 282, 
283, 284, 285, 286, 287, 288, 289, 
290, 291, 311, 331, 333, 335, 337, 
339, 341, 345, 354, 364, 393, 406, 
424, 425, 427, 429, 430, 434, 441, 
452, 453, 509, 511 

Fees, 35, 37, 38, 39, 116, 174, 508, 
543, 544 

Finding Support, 348 
Flashbacks, 415 
Focus on the Present, 18 
Frame of Reference, 12 
Frames of Reference, 11 
Frequently Asked Questions, 96 
Fulfilling Life, 3 

G 
Gestalt Coaching, 263, 264 
Gift Certificate, 91 
Giving Feedback, 247 
Goals, 225, 226, 231 
Good Chemistry, 20 
Graduate Certificates in Coaching, 14 
Graduate Schools, 14 
Grieving, 415, 433 
Grieving Process, 434 
Group Counsellor, 341 
Gut Feeling, 160 

H 
Handouts, 94 
Health Insurance, 350, 351 
Helping Relationships, 408 
helplessness, 399 
Helplessness, 399, 400 
here and now, 256 
Here and Now, 256 
Homonym, 41, 42, 46, 47 
Honesty, 17 
Hope, 398 
Human Wholeness, 10 
Humanistic Psychology, 9 
Humiliation, 415 
Hypothetical Questions, 183 

I 
ICF. See International Coach 

Federation 
Idea Log, 98 
Ignoring, 163 
Illness, 322, 345, 440 
Initial Appointment, 351 
Inner Dialogue, 399 
Intake, 171 
Intake Questionnaire, 135 
Intake Session, 169 
International Association of Coaching, 

34, 99, 525 
International Coach Federation, x, 14, 

34, 99, 118, 497, 505, 516 
International Coaching Federation, 2 
Interpret Events, 12 

J 
Joint Ventures, 35, 95 
Journaling, 266 
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K 
Key Performance Metrics, 17 
Keywords, 41, 45, 46, 47, 48 

L 
Learned Helplessness, 400 
Learning, 11, 12, 13, 105, 167, 181, 

194, 271, 341, 345, 346, 434, 446, 
507, 508, 510, 511, 512, 513, 514, 
564 

Legitimize the Skills, 14 
Letting Go, 443, 444, 445 
Levels of Listening, 163 
Licensed Profession, 14 
Licensed Professional, 351 
Life Balance, 244, 245 
Life Coach, 13, 34, 36, 147, 148, 172, 

191, 343, 447, 500, 574 
Life Coaching, vii, x, 1, 2, 9, 10, 11, 12, 

13, 15, 37, 38, 77, 111, 120, 150, 
156, 169, 266, 563, 574 

Life Events Checklist for DSM-5, 331 
Life Transition, 19 
Listening, 157, 158 
Listening For, 159 
Listening To, 158 
Listening With, 160 
Logo, 43, 44, 90 
Long-Term Vision, 17 

M 
Maintainers, 404 
Major Life Change, 341 
Marketing, 34, 36, 39, 40, 86 
Marketing Plan, 88 
Meaning-Making, x 
Media Kit, 89, 90 
Meet You Where You Are, 17 
Mental Health, 7, 8, 9, 18, 117, 119, 

135, 149, 170, 191, 277, 309, 310, 

311, 329, 330, 331, 332, 337, 340, 
341, 345, 347, 348, 349, 351, 354, 
390, 393, 394, 424, 430, 431, 438, 
544, 545, 574 

Mentoring, 4 
Military, 331 
Mindfulness, 253, 254, 255, 256, 257 
Mission Statement, 31 
Mourning, 437, 438, 441, 443 
Moving Forward, 445 

N 
Networking, 89 
Neuropsychologist, 346 
Niche, 32, 34, 35, 36, 37, 38, 39, 53, 

88, 106 

O 
Obstacles, 21, 26, 185, 242, 343, 406 
Obstruction, 21 
Open House, 90, 91 
Open Questions, 181 
Optimism, 398, 399, 401 
Optimistically Distorting Reality, 401 

P 
Panelist, 94 
Paradox, 48 
Passive Communication Style, 186 
Passive-Aggressive Communication 

Style, 188 
Permanence, 400 
Persistence, 401 
Personal Blind Spots, 15 
Personalization, 400 
Pessimism, 399 
Pipeline of Prospects, 101 
Plato, 1 
Podcast, 91 
Policies and Procedures, 150 
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Postcards, 91, 96 
Powerful Questions, 181 
Precontempators, 403 
Precontemplators, 403 
Preparers, 403 
Pretending, 163 
Print Materials, 89 
Probing Questions, 183 
Problematic Beliefs, 12 
Pro-Bono, 35 
Professional Associations, 95 
Professional Certified Coach, x 
Professional Image, 90 
Professional of Coaching, 13 
Professional Review Procedures, 14 
Professional Standards of 

Competency, 14 
Profitable Client, 35 
Psychiatrist, 348 
Psychological Abuse, 380 
Psychological Issues, 8 
Psychologist, 345, 346, 347 
Psychotherapist, 341 
Psychotherapists, 257 
Psychotherapy, 18, 36, 116, 117, 118, 

119, 170, 257, 341, 345, 348, 409, 
507, 545 

PTSD Checklist, 331 
Public Speaking, 82, 83, 90 
Publish, 90 
Publish Articles, 91 
Publishing, 93 
Purposeful Conversations, 1 

Q 
Quality Standards, 18 
Questions, 271 

R 
Radio Show, 91 
Real Benefit. See Benefit 

Receiving Feedback, 246 
Recovery Process, 415 
Referral, 9 
Referral Database, 100 
Referral Service, 95 
Referrals, 35, 40, 87, 89, 92, 94, 99, 

105, 116, 119, 546 
Reflection, 13 
Reflection, 13 
Reflection, 161 
Reflective Questions, 183 
Reframing, 161 
Reinforcement Management, 408 
Results, 2, 7, 15, 26, 42, 46, 47, 53, 54, 

55, 56, 57, 58, 79, 80, 86, 88, 120, 
158, 174, 233, 259, 264, 343, 348, 
410, 411, 428, 439, 506, 507, 511, 
512, 513, 514, 526, 550, 551 

Return on Investment, 39 
Revenue, 88 
ROI. See Return on Investment, See 

Return on Investment 

S 
Satisfaction Survey, 53 
Selective Listening, 163 
Self-Esteem, 340, 341 
Self-Guiding, x 
Self-Identity, 415, 439, 440, 441 
Self-Liberation, 408 
Self-Re-evaluation, 408 
Self-Regulating Profession, 13 
Self-Reliance, 19 
Self-Worth, 441 
Shame, 335 
Sigmund Freud, 9, 10 
Skillset, 36 
Slogans, 43 
SMARTER Goals, 228, 229, 230, 231, 

232 
Social Liberation, 408 
Social Support, 380 
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Social Worker, 345 
Solution-Focused Therapy, 5 
Sounding Board, 14 
Sports Coach, 1 
Stages of Letting Go, 443, 444 
Stages of Mourning, 437, 438, 439, 

441 
Stimulus Control, 408 
Strategic Alliance, 105 
Strategic Alliances, 35, 89, 103 
Strategic Partner, 105, 109 
Stress, 8 
Substance Abuse, 340, 341, 345 
Supplemental Material, xi 
Symbolic Thinking, 10 

T 
Tag Line, 41, 42, 43, 44, 46, 47, 48 
Target Market, 34 
Testimonials, 89 
Therapists, 5, 7 
Therapy, 4, 6, 7, 8, 12, 117, 119, 157, 

170, 172, 257, 264, 278, 309, 310, 
342, 343, 345, 348, 393, 409, 429, 
564, 569, 571, 573, 574 

Toll Free Number, 97 
Transformative Change, 11 
Transformative Learning, 10 
Transparent Methodology, 20 
Transpersonal Psychology, 10 
Transtheoretical Model, 402 

U 
Unconditional Positive Regard, 9 
Unconscious, 10 
Unconscious Filters, 11 
Unconscious Mind, 10 
Unconscious Thoughts, 11 
Unique Selling Proposition, 52, 89 

V 
Values, 192, 199, 210, 217 
Values Statement, 33 
Video Conferencing, 38 
Virtual Assistant, 97 
Vision, 220, 223 
Vision Statement, 33 
Volunteer, 94 
Volunteering, 90 

W 
Webinar, 96 
Website, 95 
Welcome Package, 111, 169 
Wellness Recovery Action Plan, 354 
Willingness to be Coached, 19 
Work-Life Balance, 19 
Workplace Disengage, 8 
Workplace Mental Health Series, xi 
Workplace Trauma, xi 
Workshops, 90, 93 

 

  



Life Coach Handbook 

 584 

THE WORKPLACE MENTAL 
HEALTH SERIES 

Available on Amazon, Kobo, Apple Books, and Lulu. 

WorkplaceMentalHealthSeries.com 

 

 

Volume 1 

Recovering from Workplace PTSD 

A Recovery Guide for Mental Health 
Professionals and PTSD Survivors 

 

 

Volume 2 

Recovering from Workplace PTSD 
Workbook 

A Recovery Workbook for Mental Health 
Professionals and PTSD Survivors 

 

 

Audiobook 

Recovering from Workplace PTSD 
Audiobook 

A Recovery Guide for Mental Health 
Professionals and PTSD Survivors 
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THE WORKPLACE MENTAL 
HEALTH SERIES 

Available on Amazon, Kobo, Apple Books, and Lulu. 

WorkplaceMentalHealthSeries.com 

 

 

Volume 3 

Recovering from Workplace PTSD 
Audiobook Companion Guide 

Survival Tools, Techniques, and Strategies 
for Innovators and Entrepreneurs 

 

 

 

Volume 4 

The Innovation Mental Health Survival 
Guide 

An Innovation Workbook with Survival Tools, 
Techniques, and Strategies for Innovators 
and Entrepreneurs 

 

 

Volume 5 

The Innovation Mental Health Survival 
Workbook 

An Innovation Workbook with Survival Tools, 
Techniques, and Strategies for Innovators 
and Entrepreneurs 


