Coaching Session Notes
	Client (name or initials)
	

	Coaching engagement (e.g. career, leadership, life)
	

	Session number (e.g. 4 of 8)
	

	Date
	

	Duration
	

	Format (in person / video / phone)
	

	Coach
	

	Sponsor (if the engagement is paid for by an employer)
	



1. Check-in
[How the client arrives, and what happened with last session's commitments. Their report, in their words.]
How the client is arriving:
Last session's commitments: done / partly / not yet, and what got in the way:

2. Focus for today
[What the client wants from this session, stated as they put it. If it changed during the session, note that too.]

3. What we explored
[The main threads, in three to six lines. Not a transcript; the themes and the questions that moved things.]

4. Insights
[What the client said they realised or saw differently. Use their phrasing; these are the lines they will want to read back.]

5. Commitments
[What the client has decided to do before the next session. Chosen by them, specific, with a date.]
Commitment:
By when:
How the client will know it is done:

6. Homework or practice
[Any exercise, reflection or reading agreed, if different from the commitments.]

7. Coach's notes
[Brief, factual observations for your own preparation: patterns, questions to bring next time. Written as if the client will read it.]

8. Next session
[Date, time, and anything the client asked to start with.]

Engagement progress
[One line against the overall goals agreed at the start of the engagement.]

Commitments
	No.
	Commitment
	By when
	Status at next check-in
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