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Contracting

An environment that allows for openness and honesty to build a trusting relationship and explore issues is created from people feeling they are in a safe space. Contracting provides the basis for this through establishing the conversation and expectations.

Contracting enables the coach/mentor and the client to establish a safe and effective way of working by agreeing the professional relationship so that all stakeholders involved get the best outcomes and return on investment.

Don’t let the word contracting put you off, it is a commonly used term in coaching and mentoring however you may find it more comfortable to refer to it as an ‘agreement’ or ‘learning agreement’.

Coaching and mentoring are different disciplines therefore the contracts will vary dependent on the type of relationship. The following sections provide best practice contract templates that outline key things to discuss and can be amended and agreed following a discussion with your coach or mentor.

Coaching Contract Template: Page 2

Mentoring Contract Template: Page 5

www.wmemployers.org.uk/what-we-do/coaching/west-midlands-coaching-and-mentoring-pool/
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Coaching Contract

West Midlands Coaching and Mentoring Pool

THIS CONTRACT SUMMARISES HOW THIS COACH AND CLIENT PLAN TO WORK TOGETHER
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	Client name
	Coach name
	

	
	
	
	

	
	Start date of coaching / relationship
	Planned End date
	

	
	DD/MM/YY
	DD/MM/YY
	

	
	
	
	


WORKING TOGETHER - EXPECTATIONS

Coaching provides the client time to review current and future work, giving the opportunity to assess focus, influence, direction, challenges and aspirations in order to make positive change. A coach is not there to provide advice or give the client answers, but through applying their skills and introducing tools, models and techniques help the client think things through to find the best way forward for them. Although the coach will manage the process of coaching, the content of the discussion is down to the client. It is very personal development aimed directly at helping achieve client goals.

To get the most out of coaching the client is:

· willing and committed to be open minded, challenge themselves and take action to change in order to achieve agreed goals

· ready to work and receive feedback

· open to trying new ways of learning and to new ideas, thoughts and actions

· committed to engage with the coach at agreed times

· committed to prepare for each session with an idea of what they want to achieve, and a review of actions agreed from previous sessions

· prepared to let the coach know if things are not working and commit to agree best way forward, either with the coach or alternative support where required

To enable the relationship to be effective the coach will:

· engage with the client at agreed times, actively listening, constructively challenging and encouraging in a non-judgemental, open minded and empathetic way. Helping the client come up with their own solutions.

· be focused on the client and their best interests not just the goals

· introduce tools and techniques to help thinking, taking into account learning styles

· hold the client to account if senses avoidance or not completing actions agreed, including evaluation and reflective practice

· adhere to the West Midlands Coaching and Mentoring Pool Code of conduct, including reflecting on their own practice and committing to continual improvement
PRACTICALITIES

Coaching is generally a time-limited process (usually 2-6 sessions) focusing on the identification and realisation of goals; emphasising the clients ability to think, feel and behave differently in relation to their work, and to help develop in their role.

The coach and client have agreed to meet at the times and dates set and wherever the session is held ensure it is an environment that is suitable for effective focus and learning.

Number of sessions agreed:

Frequency: (where possible state planned dates of sessions)

Session Location:

Meeting arrangements

If either the coach or client wish to change a session they will give prior warning of at least 48 hours, except in an emergency. They will assume scheduled sessions are going ahead unless otherwise notified. Should a session need to be cancelled, it is the responsibility of the person cancelling to ensure that a new session is arranged in a timely manner.

STRUCTURE AND FOCUS FOR THE SESSIONS
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The focus will be on goals agreed with the sponsor in the initial session within the Goals and Review form (below). Should the goals change we will re-contract. The contract will be complete when goals have been met or as otherwise agreed.

The sponsor agreed their involvement would be to attend part of the first session to agree goals and last session to review progress and ongoing support. The client will be responsible for updating their sponsor on progress during the coaching relationship.

The structure of the session will be regularly reviewed to ensure it is fit for purpose. A diary or reflection sheet will be completed after each session to review progress and agree actions – the coach and client will provide honest feedback to each other after every session.

Should there need to be amendments to the contract this will be reviewed and agreed together. Either coach or client can decide to stop the relationship at any time. If they feel the relationship is not working effectively this should be discussed to agree the best way forward.

CONFIDENTIALITY AND DATA PROTECTION

The client will share their situation honestly to be able to move forward. Confidentiality will be reinforced to support openness, honesty and the building of trust and will always be maintained between coach and client.

Any actions from the coaching which the coach believes to be important for the client to share outside of the process will be highlighted within the session and agreement made on how to proceed.

The coach will share information from the sessions if there is a disclosure within the relationship which is against the law or which could place the organisation, the client or another individual at risk or harm, including contravening organisational policy. This will always be discussed with the client before disclosure takes place.

As part of ongoing learning the coach receives supervision and as a way of developing their practice the client may be referred to anonymously in this context. The supervision relationship is itself a confidential relationship focused on developing the coach and their safe, effective practice.

The coach and client will respect each other’s personal data and will manage it in accordance with the WMCMP Privacy Notice. Notes and documents about your coaching relationship will be stored securely on the online matching site.

EVALUATION AND REVIEW

The coach will seek feedback from the client after each session to ensure everything is on track. The coach and client will monitor the impact of the coaching relationship and identify themes and key messages useful for organisational learning that can be shared as part of the evaluation process.

The coach will record the date, time and location of sessions on the online matching system, this will trigger formal evaluation from the system to capture feedback that helps to evidence the value of the coaching provided and how we can continue to improve all aspects of the service. Clients will be invited to complete short evaluation questions at the start, middle and end of the relationship, they will also be invited to nominate a sponsor who will be asked to complete evaluation at the end of the relationship. Coaches will be invited to complete evaluation at the middle and end of the relationship. Full details about the evaluation can be found on the resources pages on the matching system.

I confirm this coaching arrangement will be conducted in line with this contract:
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Coach signature & date

Client signature & date
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Goals and Review Form

West Midlands Coaching and Mentoring Pool

THIS GOALS AND REVIEWS FORM SUMMARISES

· WHAT THE CLIENT WANTS TO FOCUS ON DURING THE COACHING REALTIONSHIP (to be completed at the start and reviewed throughout the relationship)
· HOW THEY HAVE ACHIEVED THEIR GOALS (to be completed at the end)
· REVIEW OF THEIR OVERALL EXPERIENCE
	
	Client Name
	
	
	
	Coach Name
	
	

	
	
	
	
	
	
	
	

	
	Client’s Organisation
	
	
	
	Organisational
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	Sponsor Name
	
	

	
	
	
	
	
	
	
	

	
	Org. Sponsor
	
	
	
	
	
	

	
	Relationship to client
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	
	At the START of the coaching
	
	
	At the END of the coaching
	

	
	
	
	
	
	

	
	relationship…
	
	
	relationship…
	

	
	Date of session:
	
	Date of session:

	
	
	
	

	
	Goals for coaching are…
	
	Were these goals achieved? Please provide details

	
	Please indicate what success would look like in meeting
	
	
	

	
	these goals
	
	
	

	
	(If goals change during the course of the sessions please
	
	
	

	
	provide details)
	
	
	

	
	
	
	

	
	Why was coaching chosen to help meet these goals? (as
	
	What difference has coaching made to you? What has

	
	opposed to other forms of development)
	
	been most beneficial and what impact has it made

	
	
	
	

	
	What do you think the benefits might be to your
	
	What impact has the coaching made for your

	
	organisation?
	
	organisation? E.g. In what ways has receiving coaching

	
	
	
	
	impacted on those you work with? i.e. staff, customers, senior

	
	
	
	
	colleagues, residents etc.

	
	
	
	

	
	Have the above goals been agreed with an
	
	Have the above outcomes have been reviewed with the

	
	Organisational Sponsor?
	
	Organisational sponsor? If yes, what was their

	
	
	
	
	perspective on outcomes of the coaching.

	
	
	
	
	
	


After your final session please indicate:

[image: image7.png]



How many sessions did you have? 1, 2, 3, 4, 5, 6. If more than 6 please state________________________

Where were the sessions held? Client Location, Coach Location, Other _____________________________

Overall how would you describe your coaching experience to others?

What feedback do you have about your coach’s style, approach and effectiveness?
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Mentoring Contract

West Midlands Coaching and Mentoring Pool

THIS CONTRACT SUMMARISES HOW THIS MENTOR AND MENTEE PLAN TO WORK TOGETHER. IT WILL BE REVIEWED AND AMENDED AS APPROPRIATE AT THE START OF THE RELATIONSHIP TO CONFIRM WHAT HAS BEEN AGREED.
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	Mentee name
	
	
	Mentor name
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	Start date of mentoring relationship
	
	
	
	

	
	
	
	
	
	End date
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WORKING TOGETHER – EXPECTATIONS

The mentor is there to help the mentee think through aspects of their work and help them to find a way forward. They provide mentees with the time to review their current and future work, giving the opportunity to assess their focus, influence, direction, challenges and aspirations. Mentors should have specific skills and experience in areas the mentee wants to develop for them self. A good mentor will be able to share both their failings as well as their successes. A mentor acts as an advisor and guide to help the mentee to find the right direction; someone who can help them to develop solutions on work based and career issues. A mentor should ask questions and challenge, while providing guidance and encouragement. The content is specific to a mentee’s needs and driven by what they are looking to accomplish.

To get the most out of mentoring the mentee is:

· willing and committed to be open minded, challenge themselves and take action to change in order to achieve agreed goals
· ready to work and receive feedback

· open to trying new ways of learning and to new ideas, thoughts and actions

· committed to attend and be on time for sessions

· committed to prepare for each session with an idea of what they want to achieve, and a review of actions agreed from previous sessions

· prepared to let the mentor know if things are not working and commit to agree best way forward, either with the mentor or alternative support where required

To enable the relationship to be effective the mentor will:

· engage with the mentee at agreed times and help the mentee identify appropriate solutions and options for their situation; through encouragement, challenge, providing opportunities and sharing own experiences (both successes and failures)

· motivate, advise and support in a way that empowers the mentee to make their own decisions and take responsibility for their own actions and development

· be focused on the mentee and their best interests not just the goals

· introduce ideas and techniques to help thinking, taking into account learning styles

· hold the mentee to account if senses avoidance or not completing actions agreed including evaluation and reflective practice
· adhere to the West Midlands Coaching and Mentoring Pool Code of conduct

PRACTICALITIES

The time commitment for mentoring varies from case to case. There may be some initial investment of a number of sessions at the start to support the mentee through a project or recruitment process etc. but this contact may then reduce to adhoc sessions later on in the relationship to as and when the mentee needs support.

The mentor and mentee have agreed to the following approach for sessions and wherever the session is will held ensure it is an environment that is suitable for effective focus and learning.

Number of sessions agreed:

Frequency: (where possible state planned dates of sessions)

Session Location:

Meeting arrangements
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If either the mentor or mentee wish to change a session they will give prior warning of at least 48 hours, except in an emergency. They will assume scheduled sessions are going ahead unless otherwise notified. Should a session need to be cancelled, it is the responsibility of the person cancelling to ensure that a new session is arranged in a timely manner.

STRUCTURE AND FOCUS FOR THE SESSIONS

The focus will be on goals agreed with the sponsor in the initial session within the Goals and Review form (below). Should the goals change we will re-contract. The contract will be complete when goals have been met or as otherwise agreed.

The sponsor agreed their involvement would be to attend part of the first session to agree goals and last session to review progress and ongoing support. The mentee will be responsible for updating their sponsor on progress during the mentoring relationship.

The structure of the session will be regularly reviewed to ensure it is fit for purpose. A diary or reflection sheet will be completed after each session to review progress and agree actions – the mentor and mentee will provide honest feedback to each other after every session.

If at any point there is a conflict of interest i.e. when discussing business plans, team structures etc. this will be disclosed at the earliest point.

Either mentor or mentee can decide to stop the relationship at any time. If the mentor doesn’t not have the experience or expertise the mentee is looking for, if sessions are more focussed on updates rather than seeking guidance; or the mentor feels the mentee is becoming reliant on the mentor to solve their problems, then the relationship will be reviewed. If they feel the relationship is not working effectively this should be discussed to agree the best way forward.

CONFIDENTIALITY AND DATA PROTECTION

The mentee and mentor will speak honestly about their situations and experience. Confidentiality will be reinforced to support openness, honesty and the building of trust and will always be maintained between mentor and mentee.

Any actions from the mentoring which the mentor believes to be important for mentee to share outside of the process will be highlighted within the session and agreement made on how to proceed.

Unless permission is granted by both parties, the mentor and mentee will only share information from the sessions if there is a disclosure within the relationship which is against the law or which could place the organisation, the mentor, mentee or another individual at risk or harm, including contravening organisational policy. This will always be discussed with the mentee before disclosure takes place.

As part of ongoing learning the mentor receives supervision and as a way of developing their practice the mentee may be referred to anonymously in this context. The supervision relationship is itself a confidential relationship and focussed on developing the mentor and their safe, effective practice.

The mentor and mentee will respect each other’s personal data and will manage it in accordance with the WMCMP Privacy Notice. Notes and documents about your mentoring relationship will be stored securely on the online matching site.

EVALUATION AND REVIEW

The mentor will seek feedback from the mentee after each session to ensure everything is on track. The mentor and the mentee will monitor the impact of the mentoring relationship and identify themes and key messages useful for organisational learning that can be shared as part of the evaluation process..

The mentor will record the date, time and location of sessions on the online matching system, this will trigger formal evaluation from the system to capture feedback that helps to evidence the value of the mentoring provided and how we can continue improve all aspects of the service. Mentees will be invited to complete short evaluation questions at the start, middle and end of the relationship, they will also be invited to nominate a sponsor who will be asked to complete evaluation at the end of the relationship.. Mentors will be invited to complete evaluation at the middle and end of the relationship. Full details about the evaluation can be found on the resources pages on the matching system.


I confirm this mentoring arrangement will be conducted in line with this contract:


Mentor signature & date

Mentee signature & date
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Goals and Review Form

West Midlands Coaching and Mentoring Pool

THIS GOALS AND REVIEWS FORM SUMMARISES

· WHAT THE MENTEE WANTS TO FOCUS ON DURING THE MENTORING REALTIONSHIP (to be completed at the start and reviewed throughout the relationship)
· HOW THEY HAVE ACHIEVED THEIR GOALS (to be completed at the end)
· REVIEW OF THEIR OVERALL EXPERIENCE
	
	Mentee’s Name
	
	
	
	Mentor Name
	
	
	

	
	
	
	
	
	
	
	
	

	
	Mentee’s Organisation
	
	
	
	Organisational
	
	
	

	
	
	
	
	
	Sponsor Name
	
	
	

	
	Org. Sponsor Relationship
	
	
	
	
	
	
	

	
	to mentee
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


	
	At the START of the mentoring
	
	
	At the END of the mentoring
	

	
	
	
	
	
	

	
	relationship…
	
	
	relationship…
	

	
	Date of session:
	
	Date of session:

	
	
	
	

	
	Goals for mentoring are…
	
	Were these goals achieved? Please provide details

	
	Please indicate what success would look like in meeting
	
	
	

	
	these goals
	
	
	

	
	(If goals change during the course of the sessions please
	
	
	

	
	provide details)
	
	
	

	
	
	
	

	
	Why was mentoring chosen to help meet these goals?
	
	What difference has mentoring made to you? What

	
	(as opposed to other forms of development)
	
	has been most beneficial and what impact has it made

	
	
	
	

	
	What do you think the benefits might be to your
	
	What impact has the mentoring made for your

	
	organisation?
	
	organisation? E.g. In what ways has receiving mentoring

	
	
	
	
	impacted on those you work with? i.e. staff, customers,

	
	
	
	
	senior colleagues, residents etc.

	
	
	
	

	
	Have the above goals been agreed with an
	
	Have the above outcomes have been reviewed with

	
	Organisational Sponsor?
	
	the Organisational sponsor? If yes, what was their

	
	
	
	
	perspective on outcomes of the mentoring.

	
	
	
	
	
	


After your final session please indicate:


How many sessions did you have? 1, 2, 3, 4, 5, 6. If more than 6 please state_____________________

Where were the sessions held? Mentee Location, Mentor Location, Other ________________________

Overall how would you describe your mentoring experience to others?

What feedback do you have about your mentor’s style, approach and effectiveness?
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