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Executive Coaching  
Process, policies, and procedures 
 
 
 
Process 
My coaching process is designed around three areas: 
 

 
 
 
Confidentiality 
Our relationship is completely confidential. Without your expressed permission, I will not tell 
anyone that you are my client, and I will not reveal the content of our work to anyone. This is 
sacred.  
 
Commitment 
Our coaching relationship is designed to address your agenda. Coaching is not therapy or 
consulting. The power of coaching rests in our coaching relationship, rather than with either one of 
us. It’s the power of the coaching relationship and the work you do that allows change to occur.  
 
These changes will sometimes happen fast and sometimes not. Because change happens over time, 
I am requesting an initial six-month commitment to the coaching process. This allows the coaching 
relationship to develop and be powerful, and for new behaviours and thought patterns to be 
embedded. If any challenges or concerns arise for you about our coaching or our coaching 
relationship, please bring them to my attention, so that our coaching relationship continues to be 
powerful. 
 
As your coach you have my word that I am 100% committed to you being powerful, successful and 
to having the life and business career you want. After the initial period, if you wish, we can 
continue for another six months, or continue on a month-to-month basis.   
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Time 
You are responsible for booking your sessions via the links sent to you and your personal assistant. 
To ensure that you get the slots you need or prefer please book most, if not all, of your sessions in 
one go at the beginning of our process. This also ensures the momentum and regularity of your 
coaching can be maintained.  
 
Please update me on any holiday periods longer than two weeks during the initial six months. And 
inform me if you want to continue our sessions during these periods. I am fine either way and 
encourage to take the self-care you need.  
 
We will begin and end our sessions on time, in honour of our commitment. If you are more than ten 
minutes late you will lose the session and be charged. 
 
Changes 
If you need to reschedule, I ask for at least 48 hours’ notice. I will do all I can to reschedule within 
the same week. I appreciate that each of us will occasionally need to move a session, and will 
extend to you the same courtesy, giving as much advance notice as possible. If I do not receive 48 
hours’ notice or you do not show up for a session – this will still count as one of your sessions and 
you will be charged accordingly. Barring personal emergencies for which sessions would be 
rescheduled at no cost. 
 
Our partnership 
I offer a 24/7 partnership through your coaching journey. I am available to you every day of the 
week, and if you would like to share a success or a problem, please do contact me via email at 
tj@tjessicastegenga.com or by phone +31 612 795 886. If you want to hear back from me, please 
include that in your message. If we don’t make contact immediately, I will always aim to get back to 
you within 24 hours. All emails and voice mails are confidential —I am the only person who picks up 
my messages.  
 
Ethics 
I fully endorse and adhere to the Code of Ethics of the International Coach Federation. You may find 
the most up to date ICF Code of Ethics on the ICF website, www.coachfederation.org 

 
Payment schedule 
1/2 of the agreed budget to be paid upfront and the other 1/2 to be paid three months into the 
contract. 30-day payment terms apply. International wire transfer is used for payment.  
 
Recommending a colleague / business contact 
One of the way my business grows is on referrals and therefore I appreciate them greatly. If you 
recommend me to anyone who becomes a client, I will give you a complementary coaching session 
as a token of my gratitude. 
 
Completing our relationship 
When you decide it is time to end our coaching relationship, please give me a month’s notice 
(unless this happens at the end of the agreed six-month period, in which case no notice is required). 
This will give us time to capture your learning and strategize for what is next in your life. 
 
Finally, if I ever say or do something that upsets you or doesn’t feel right, please bring it to my 
attention. I promise we will work to strengthen our relationship so that it supports your growth. 
 
 


