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Sample Coaching Session Script &

Planner

A step-by-step framework for coaches
running free or low-cost introductory

sessions

Section 1: Pre-Session Prep

Why: The session starts before the call. Clients who arrive prepared go deeper faster
— which means they walk away with more value and a stronger impression of your

coaching.

Fields to complete:

° Client name: ___
° Session date + time:
° Video/call link sent? [ ] Yes
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° Intake form sent? [ ] Yes / [ ] Not applicable

Pre-session email checklist: - [ ] Warm welcome + what to expect on the call - []
Reflection prompt: "What would you most like to get from our time together?" - []
Video link or call-in number - [ ] Brief note about your coaching programs (so it's not a

surprise at the end)

My notes from any pre-session intake:

One goal | have for this client coming out of the session:

Section 2: Opening — Rapport Building (5 minutes)

Why: New clients arrive with nerves. A genuine warm-up creates the psychological
safety needed for real coaching work. Rushing past this costs you quality in every

phase that follows.

Suggested opening questions (choose 1-2): - "How are you feeling going into
today's call?" - "What's one thing that's gone well for you recently?" - "Before we dive

in — is there anything you want me to know about where you're at today?"

My go-to opening question:
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Notes from the opening:

Section 3: Discovery — Goal Setting (10 minutes)

Why: Without a clear session goal, the conversation wanders. A defined focus gives
the client something to walk away having actually made progress on — even in a single

session.

Suggested goal-setting questions (choose 1-2): - "What would you most like to
focus on today?" - "When you say [their answer], what does 'better' actually look like
for you?" - "By the end of this call, what would make you feel like this was time well

spent?"

Session goal we agreed on:

Connection to their longer-term aspiration:
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Section 4: Mini-Coaching — Exploration (30 minutes)

Why: This is where the real coaching happens. Your job is to help the client see
something about their situation they couldn't see before. You're not there to give

answers — you're there to ask better questions.

Question types to cycle through:

Awareness Surface a "What do you notice about how you
pattern respond when this happens?"
Widening Expand context "Where else does this show up in
your life?"
Foundation Reveal belief "What's the belief underneath
that?"
Forward Open "What would you do if you weren't
possibility afraid?"
Commitment Gauge "On a scale of 1-10, how motivated
readiness are you to change this?"

3-5 questions | want to explore with thisclient: 1. __ 2. _ 3. _ 4. _ 5.
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Key insights or breakthroughs that came up:

What shifted for them during the session:

Section 5: Recap — Commitment & Action Step (10

minutes)

Why: Insight without action fades. A clear, specific commitment made on the call (not
"think about it") gives the client proof that coaching produces results. The

confidence-scale technique surfaces the next obstacle while momentum is high.

Questions for the action planning phase: - "Based on what we talked about, what's
one concrete step you could take this week?" - "How confident are you in that, on a
scale of 1-10?" - "What would bring that number up by 2 points?" - "What's the first
thing you'll do right after this call?"

Their committed action step:

Confidence rating: _ /10

What would raise the confidence score:
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Their biggest takeaway from the session (their words):

Section 6: Pitch — Inviting Them Into Paid Coaching (5

minutes)

Why: If the coaching would genuinely help this person, they deserve to know what
continued work looks like. This isn't a sales tactic — it's service. A brief, honest

conversation about your programs is the natural close to a strong session.

A low-pressure way to open this: "I'd love to share a bit about how | work with

clients long-term. Would that be okay?"

My program options to mention:

sessions

____sessions

How | describe the transformation (1-2 sentences, in my words):
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Next step I'll offer them: - [ | Book a follow-up call (link: __) - [ ] Review my packages
page (link: __) - [ ] Reply to my follow-up email

Their response / what they said:

Section 7: Post-Session Protocol

Why: The 24 hours after the session are when clients make their decision. A warm,
specific follow-up email keeps the momentum alive and makes it easy for them to take

the next step.

Post-session checklist: - [ ] Send follow-up email within 24 hours - [] Include a
specific highlight from the session (something they said or realized) - [ ] Remind them
of their action step - [] Include a clear next step with a link (book now, review
packages) - [ ] Add a soft deadline: "I'm holding your spot until [date]" - [ ] Add session

notes to their client file (in Paperbell or your notes system)
Follow-up email — my notes:
Subject line: ___

Opening (specific highlight from their session):
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Action step reminder:

Next step + link:

Soft deadline:

Section 8: Client Reflection Worksheet (Optional — Send

in Advance or During Session)

Purpose: The client completes this during the session or receives it ahead of time.

Helps them arrive prepared and gives you material to work with.

Instructions for client: Take 5-10 minutes to answer these before our call. There are

no right or wrong answers — just whatever comes to mind.

What's going well in your life or work right now?

What's the biggest challenge or frustration you're dealing with?
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What would you most like to feel or experience differently?

What have you already tried? What hasn't worked?

If coaching went really well, what would be different for you 3 months from now?

Is there anything else you'd like me to know before we talk?
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