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Planning for a Coaching Conversation

Do this activity to develop planning habits that will transform your coaching conversations.

A tremendous amount of the success of any conversation lies in the planning and prep-
aration. !e following conversation planning tool, used in conjunction with the conversation 
note"taking tool and re#ection tool, will lead you through a powerful planning, conversation, 
and re#ection process that allows your mind, heart, body, and spirit to be fully present for 
your client and make every conversation count. !is planner will work for any kind of coach-
ing conversation, whether you are a newer coach or a deeply experienced coach. As you come 
to know these tools, you will $nd there are times you want to use all three in conjunction to 
support a conversation; at other times you will use one of them on its own.

!is coaching conversation planning tool addresses the two essential questions:

1. Where does my client need to go?
2. Who do I need to be?

Practice

Select someone you are currently coaching and practice using this template to pre-
pare for a conversation. You don’t need to address all these questions; they are meant to 
inspire your thinking as you consider your client and their context. You can download 
this template from our website, http://www.brightmorningteam.com.

Table 13.1: Coaching Conversation Planning Tool

Question or topic Responses and coach’s notes

Focus

What kind of conversation will we be having?
! General coaching conversation
! An introductory conversation
! A goals conversation
! A conversation about beliefs
! A conversation about equity*
! Other: _____

(Continued)

* When considering that coaching allows us to develop the tools, skills, knowledge, and capacity to support all our 
students, then all coaching conversations are conversations about equity, yet there are times when you need to 
speci!cally focus on issues of equity.
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Table 13.1: (Continued)

Question or topic Responses and coach’s notes

Where does my client need to go?

• Where did our last coaching conversation 
end, and what do I need to come back to 
with my client?

• Was there anything I said I’d check in on 
next time?

• Is there any data I gathered from our last 
conversation (observation notes,
feedback, student work and voices) that 
would be important to address in this 
conversation?

Where does my client need to go—goals and intentions

• What are the goals for this coaching
• conversation? How might my goals align 

with my client’s goals?
• What are my intentions for this meeting?
• What do I want my client to think and feel 

by the end of it?
• Where will there be opportunities to make 

this space more equitable? How might I 
do"so?

Where does my client need to go—knowledge of the client

• What are my client’s strengths? Gaps? How 
could I leverage their strengths to support 
their areas for growth? How could I help 
them see their own strengths and assets?

• What do I know about my client’s identity 
markers (e.g., race, class, gender identity) 
and how they impact who they are and 
how they show up in their work? What do I 
want to be curious about?
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Table 13.1: (Continued)

Question or topic Responses and coach’s notes

• What might my client's disposition be?
• What do I anticipate might be happening 

with my client or might be challenging?
• How can I make this conversation matter to 

my client? What do they care about that I 
can connect this conversation to?

• What questions can I ask to support my 
client in understanding the beliefs or 
mental models they may be holding?

• What else might I ask?

Where does my client need to go—knowledge of the context

• What information do I know and need to 
know about the school population (students, 
staff, families) that will inform my coaching?

• How are the identities of students be-
ing af!rmed, valued, and represented 
throughout the school and in the 
classroom?

• How does my client acknowledge, respond 
to, and af!rm the backgrounds and iden-
tities of all students to create engaging, 
accessible, inclusive school and classroom 
environments?

• How are students engaged in rigorous, 
meaningful learning, and are they mas-
tering the content? How do I know?

• What values are being upheld and priori-
tized in the school and classroom spaces?

Who do I need to be—coaching approaches

• What stances might I take to support my 
client?

• Can I anticipate that my client might want 
to engage in any coaching activities? Which 
ones might I suggest and use?

(Continued)
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Re!ect

Which parts of $lling out this planner felt easiest for you? Why?

Which parts of $lling out this planner felt most challenging? Why?

Table 13.1: (Continued)

Question or topic Responses and coach’s notes

• How might I support my client in exploring 
beliefs, behaviors, and ways of being?

• Do I anticipate my client will need to 
release emotions? What works for them to 
process emotions?

• Are there any materials (articles or tools) 
that I might gather and bring with me?

Who do I need to be—attending to self

• Who do I need to be in this conversation? 
Who does my client need me to be? How 
do I need to show up?

• How might I activate empathy, curiosity, 
and compassion for my client? What will 
help me stay in these dispositions?

• What triggers do I need to be aware of? 
How will I manage those triggers?

• How will I prepare myself to be fully pre-
sent for this conversation?
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What would you revise or change from this planning tool for your own conversation  
planning?


