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Coaching Policies and Guidelines

1. Coaching sessions

a. Telephone sessions

i. The coach initiates coaching calls.

ii. At the appointed time, the client should be available at the agreed upon phone number.

b. In-person sessions

i. All clients can have occasional in-person sessions.  These can be arranged on an individual basis.

2. Homework and updates

a. The client should email the week's homework and updates to shelley@socialchangeagent.us 24 hours prior to each coaching session.

3. Scheduling

a. The preferred scheduling method is a regular weekly time (e.g., Thursdays at 10:30 am).

b. The preferred session length is 45 minutes.  Longer and shorter lengths are available.

c. Coaching is generally available Monday - Friday, 9 am - 6 pm.

d. Sessions may be cancelled without penalty if notification is sent 48 hours in advance.  Cancellations after 48 hours will be billed at the full rate.

e. Sessions may be rescheduled without penalty if notified 48 hours in advance.  If the client wishes to reschedule a session within 48 hours, there will be an attempt to accommodate this request.  If the request cannot be accommodated and the session needs to be cancelled, the client will be billed the full rate for the cancelled session. 

4. Billing

a. The billing rate is $110/session

i. This is pro-rated according to session length; e.g., a 45 minute session is billed at $110.00, but will increase or decrease based on need in each session.

b. Unless otherwise noted, the client will be billed according to the allotted time for the session.  For example...

i. If a session is scheduled to last 45 minutes but runs a few minutes long, it will still be billed as a 45 minute session.

ii. If a session is scheduled to last 45 minutes but is cut short because of the client's tardiness, it will still be billed as a 45 minute session.

c. The client will be provided with monthly invoices, which must be paid on the 1st of each month. These will be sent 5 days before the end of each month and cover the upcoming 4 or 5 sessions.

d. Client also has the choice of paying online through paypal at: http://www.socialchangeagent.us/id33.html 

5. Referrals

a. Referrals are appreciated and a free 20 minute consultation will be offered to anyone new client.  This enables the new client to make an informed decision before committing to 4 sessions.

b. Referral "Thank You" Policy:  If you refer someone who decides to begin coaching, you will receive a Thank You gift of one free coaching session.

6. Contact information (outside of coaching sessions)
a. Email: shelley@socialchangeagent.us

b. Telephone: 503-841-5719.  
shelley@socialchangeagent.us  |  503.989.9930  |  Organizational Behavior Consultant  |  Team building Facilitator  
Life Coach  |  Inspired Leadership Advisor  |  Cultural Sensitivity and Awareness Trainer


