
COMPANION WORKING COLLECTION

Coaching
operational
forms

64 documents / 83 working pages
Blank, fillable records for authorised use.

Read the matching guide in Supporting Documentation Pack for Coaches before use. Select
and save the relevant form; do not circulate the complete working file.

CD01-CD64 / ALL SIX A STAGES + PROFESSIONAL PRACTICE
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COACH SUPPORTING DOCUMENTS

HR DELIVERY / OPERATIONAL PRACTICE

DOCUMENT INDEX

The document directory
Select a document. CD identifiers are new pack references; they do not replace the T and X tool identifiers.

ID Document Pages

CD01 Enquiry and referral record 6

CD02 Coachee intake and work context 7

CD03 Sponsor commissioning brief 8

CD04 Coaching suitability and readiness decision 9

CD05 Coach capability and due-diligence record 10

CD06 Conflict of interest and multiple-role declaration 11

CD07 Coaching proposal and scope of work 12

CD08 Engagement file cover and document register 13

CD09 Coaching services agreement 14-18

CD10 Four-way coaching relationship agreement 19-20

CD11 Information-sharing and access protocol 21

CD12 Coaching privacy notice 22-23

CD13 Specific disclosure permission and release 24

CD14 Remote coaching and contact arrangements 25

CD15 Recording, observation and transcript permission 26-27

CD16 AI and digital-tool decision record 28-29

Source architecture H1-H2 | Original CD document family / operational selection is not a mandatory checklist.
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COACH SUPPORTING DOCUMENTS

HR DELIVERY / OPERATIONAL PRACTICE

DOCUMENT INDEX

The document directory
Select a document. CD identifiers are new pack references; they do not replace the T and X tool identifiers.

ID Document Pages

CD17 Accessibility and participation adjustment plan 30

CD18 Session schedule and administrative contact plan 31

CD19 Working relationship and session boundaries 32

CD20 Re-contracting and scope-change record 33

CD21 Coaching goals and baseline record 34

CD22 Work-context and systemic-conditions record 35

CD23 Assessment selection and participant authorisation 36-37

CD24 Assessment debrief and development decision 38

CD25 Stakeholder feedback invitation 39

CD26 Stakeholder feedback interview note 40

CD27 Coaching evidence register 41

CD28 Coaching development plan 42

CD29 Coachee pre-session preparation 43

CD30 Session agenda and opening agreement 44

CD31 Confidential coach session file note 45-46

CD32 Shared session summary 47

Source architecture H1-H2 | Original CD document family / operational selection is not a mandatory checklist.

HR DELIVERY / COACH SUPPORTING DOCUMENTS Contents Documents 003 / 088



COACH SUPPORTING DOCUMENTS

HR DELIVERY / OPERATIONAL PRACTICE

DOCUMENT INDEX

The document directory
Select a document. CD identifiers are new pack references; they do not replace the T and X tool identifiers.

ID Document Pages

CD33 Coachee learning and reflection record 48

CD34 Coach post-session reflective note 49

CD35 Session attendance and coaching-hours log 50

CD36 Missed-session and contact record 51

CD37 Workplace experiment agreement 52

CD38 Coaching action and commitment log 53

CD39 Between-session activity brief 54

CD40 Private coaching progress review 55-56

CD41 Sponsor progress update 57

CD42 Midpoint four-way review meeting record 58

CD43 Targeted behavioural feedback return 59

CD44 Manager and workplace-support agreement 60

CD45 Final coaching review and contribution record 61-62

CD46 Coaching completion and closure letter 63

CD47 Maintenance and follow-up plan 64

CD48 Pause, early ending and rematch record 65

Source architecture H1-H2 | Original CD document family / operational selection is not a mandatory checklist.
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COACH SUPPORTING DOCUMENTS

HR DELIVERY / OPERATIONAL PRACTICE

DOCUMENT INDEX

The document directory
Select a document. CD identifiers are new pack references; they do not replace the T and X tool identifiers.

ID Document Pages

CD49 Concern, safety escalation and referral record 66-67

CD50 Feedback, complaint and resolution record 68-69

CD51 Ethical decision and professional consultation record 70

CD52 Agreed final sponsor summary 71

CD53 Coaching supervision agreement 72

CD54 Supervision case submission and learning record 73-74

CD55 CPD and observed-practice development record 75

CD56 Coaching-hours verification and permission 76

CD57 Record retention, return and disposal schedule 77-78

CD58 Information-rights and disclosure request log 79-80

CD59 Personal-data incident record 81-82

CD60 Practice continuity and records-custodian plan 83

CD61 Service, invoice and expense reconciliation 84-85

CD62 Team or group coaching supplementary agreement 86

CD63 Testimonial and case-publication permission 87

CD64 Practice quality and case-file review 88

Source architecture H1-H2 | Original CD document family / operational selection is not a mandatory checklist.
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REUSABLE WORKING DOCUMENT

6A / ALIGN

CD01 Enquiry and referral record

First contact

WORKING COPY / Intake team; only agreed administrative details to the referrer

REFERENCE VERSION / DATE

Enquiry reference Received date / time

Referrer name / role Authorised contact route

Reason for enquiry
Work question; label whose account this is.

Coachee aware of referral?

Information provided and permission to contact
Privacy notice version; safe method; only necessary contact details.

Next step, owner and due date
Introductory call, information request, alternative route or close enquiry.

Enquiry status

Basis: H1, R1 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.

HR DELIVERY / COACH SUPPORTING DOCUMENTS Contents Documents 006 / 088



REUSABLE WORKING DOCUMENT

6A / ALIGN

CD02 Coachee intake and work context

Your starting point

WORKING COPY / Coach and coachee; no automatic sponsor access

REFERENCE VERSION / DATE

Engagement reference Preferred name / pronouns (optional)

What I would like coaching to help with
Use your own wording; you may decline a prompt.

A recent work example
What happened; what you did; what was difficult.

Role, responsibilities and relevant conditions
Authority, workload, support and current changes.

Strengths and support already available
What helps; what you have already tried.

Practical preferences and questions
Language, access, format, scheduling or information concerns.

Initial focus and matters to revisit
No final psychological conclusion is required.

Basis: H1, R1 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ALIGN

CD03 Sponsor commissioning brief

Commission and contribution

WORKING COPY / Sponsor, coach and programme owner; share agreed purpose with coachee

REFERENCE VERSION / DATE

Sponsor / role Programme owner / contact

Work outcome and reason it matters
Evidence, timescale and affected work; avoid personality labels.

Potential coaching contribution
What the person could practise, alongside non-coaching actions.

Sponsor commitments
Authority clarification, work opportunity, time and feedback.

Parallel processes and conflicts
Selection, performance, investigation or other advisory roles.

Information requested and review points
Proposed content, recipient, purpose and timing; subject to CD10-CD11.

Decision and consultation with the coachee
Who will explain the proposal; what remains open?

Basis: H1, R1 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ALIGN

CD04 Coaching suitability and readiness
decision

Fit decision

WORKING COPY / Decision shared only at the agreed level; detailed reasons remain restricted

REFERENCE VERSION / DATE

Developmental question and evidence
What would a coaching conversation add?

Other response needed
Management, technical instruction, mediation, organisational action or qualified support.

Purpose explained and participation discussed

Coach competence and conflicts checked

Time, access and work opportunity discussed

Information boundaries can be explained

Appropriate concern and referral route identified

Conditions or unresolved issues
Name the responsible person and the evidence needed.

Decision

Agreed explanation and next step
Record only what the recipient needs to know.

Basis: H1, R1 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.

HR DELIVERY / COACH SUPPORTING DOCUMENTS Contents Documents 009 / 088



REUSABLE WORKING DOCUMENT

6A / ALIGN

CD05 Coach capability and due-diligence
record

Appointment evidence

WORKING COPY / Authorised commissioning and quality roles

REFERENCE VERSION / DATE

Coach / provider Reviewer / review date

Area Evidence / verification Scope or limitation Next review

Training and
credentials

Relevant experience

Observed practice

Supervision

Insurance / local
requirements

Assessment / digital
competence

Appointment decision and restrictions
Service scope, escalation support and matters to resolve.

Declarations and confirmation
Coach declaration; reviewer decision; date.

Basis: H1, R1, R3, R13 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ALIGN

CD06 Conflict of interest and multiple-role
declaration

Conflict and response

WORKING COPY / Restricted professional file; only necessary disclosure to affected parties

REFERENCE VERSION / DATE

Declaration date Coach / engagement reference

Interest, role or relationship
Who may be affected; disclose the minimum necessary.

Potential impact on judgement, trust or information
Distinguish actual circumstances from anticipated risk.

Safeguards and consultation
Role separation, access limits, supervisor or specialist advice.

Decision

Necessary disclosure and agreement
Recipients, content, date and unresolved differences.

Review trigger and accountable owner
Record the next review point.

Basis: H1, R1, R2 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ALIGN

CD07 Coaching proposal and scope of work

Service proposal

WORKING COPY / Prospective contracting parties; no private session material

REFERENCE VERSION / DATE

Proposal reference / version Prepared for / validity date

Purpose and proposed scope
Need, population or person; distinguish coachee agreement still needed.

Service / deliverable Quantity / cadence Owner / timing

Assumptions, exclusions and client responsibilities
Work opportunity, sponsor time, access and non-coaching actions.

Cost item Basis / quantity Currency / amount

Approval route and next step
Tax treatment, expenses, procurement and legal review to confirm.

Basis: H1, R1 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ALIGN

CD08 Engagement file cover and document
register

Case control

WORKING COPY / Administrative index with references only; separate protected content

REFERENCE VERSION / DATE

Engagement ID Coach / programme contact

Start / planned closure Current agreement version

Service status

Document ID / version Classification Secure location / custodian Review / disposal trigger

Access decisions and changes
Who has access; who approved it; when removed.

Next operational action
Owner and date; do not paste private content here.

Basis: H1, R1, R9, R10 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / AGREE

CD09 Coaching services agreement

1 / Parties and service schedule

WORKING COPY / Contracting parties; only relevant schedules to coachee / programme owner

REFERENCE VERSION / DATE

Specimen for local approval

Complete the schedules, settle unresolved terms and obtain suitable legal review before signing. The commercial parties
may differ from the four coaching roles; record both accurately.

Provider legal name / address Purchaser legal name / address

Named coach / contact Coachee / programme reference

Start / planned end date Agreement version / effective date

Developmental purpose and service scope
Cross-reference the four-way agreement; no predetermined private conclusion.

Deliverable / service Quantity / duration Timing / acceptance

Exclusions and responsibilities outside coaching
For example, technical sign-off, employment decisions, treatment or formal assessment.

Basis: H1, R1, R2, R4 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / AGREE

CD09 Coaching services agreement

2 / Roles, professional care and participation

WORKING COPY / Contracting parties; only relevant schedules to coachee / programme owner

REFERENCE VERSION / DATE

1. Nature of the service

The provider will deliver the coaching services described in the completed schedule using reasonable professional care
within the named coach's competence. Coaching supports development, reflection and workplace learning. It is not legal,
medical or financial advice, clinical treatment, a formal employment procedure or a guarantee of a particular result.

2. Responsibilities

The coach is responsible for professional practice, scope, preparation and appropriate boundaries. The coachee retains
responsibility for their choices and work actions. The purchaser and sponsor remain responsible for decisions, resources,
duties and authorisations within their roles. Nothing in this wording excludes responsibilities that cannot lawfully be
excluded.

3. Participation and changes of role

The parties will explain the purpose of coaching and the practical consequences of choosing or declining the service. A
change from coaching to advice, assessment or another professional role will be made explicit and agreed through an
appropriate process before the additional work begins.

4. Suitability and concerns

Either the coachee or the coach may raise a concern, request a pause or end the coaching relationship, subject to the
agreed administrative and financial arrangements and applicable rights. The provider will consider competence limits,
conflicts and referral needs rather than continue unsuitable work.

Agreed professional code and service-specific limits
State the code/version actually adopted and any internal-coach or manager-as-coach limits.

Local amendments / reviewed terms
Attach approved wording where needed; no claim of universal enforceability.

Basis: H1, R1, R2, R4 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / AGREE

CD09 Coaching services agreement

3 / Information, technology and intellectual property

WORKING COPY / Contracting parties; only relevant schedules to coachee / programme owner

REFERENCE VERSION / DATE

5. Confidentiality and planned disclosure

The parties will protect information obtained through the service and follow the completed information-sharing protocol.
The purchaser's funding does not itself permit access to private session notes or assessment material. Optional additional
disclosure requires a defined purpose and appropriate authority. Information protections continue after the engagement
ends.

6. Applicable duties and advice

Where law, a valid compulsory process or an urgent safety obligation may require disclosure, the responsible party will use
the approved qualified route, establish the relevant basis and limit disclosure appropriately. The person concerned will be
informed where lawful and safe. No promise of absolute secrecy or automatic legal privilege is made.

7. Records and digital services

Actual data roles, processing purposes, legal bases, recipients, transfers and record lifecycles will be recorded in the
approved privacy notice and schedules. Recording, transcription, AI processing and observers are not enabled merely by
signing this agreement; their use requires the separate decisions and permissions applicable to the proposed purpose.

8. Materials and work products

Existing intellectual property remains with its owner. Permitted use of provider materials and coachee-owned outputs will
be specified below. No licence to reproduce protected tests, disclose employer information or publish a case is implied.

Protocol / notice / permitted-use references
Versions of CD11-CD16 as applicable; approved materials licence.

Third-party suppliers and local processing terms
Identify required processing agreements and transfer safeguards; not supplied by this specimen.

Basis: H1, R1, R2, R4 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / AGREE

CD09 Coaching services agreement

4 / Fees, scheduling and variation

WORKING COPY / Contracting parties; only relevant schedules to coachee / programme owner

REFERENCE VERSION / DATE

Currency / total fee or rate Applicable tax treatment / source

Charge / expense Basis / quantity Payment or approval terms

9. Scheduling and cancellation

The parties will arrange sessions and review meetings through the agreed contact route. Late arrival, cancellation,
non-attendance, coach cancellation, rescheduling and refund treatment will follow the completed terms below. A
cancellation charge is not evidence of coaching time delivered.

Actual cancellation, refund and contact terms
Notice windows, fees, illness/access considerations, provider cancellation and response expectations.

10. Changes and additional work

A requested change to scope, timing, recipient, technology or charges will be documented and approved by the affected
parties before optional additional work begins. The previous agreement and reasons for change will be retained.

Invoices, purchase orders and expenses
Verified billing information; approval and payment dates; no private coaching content.

Basis: H1, R1, R2, R4 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / AGREE

CD09 Coaching services agreement

5 / Ending, disputes and approval

WORKING COPY / Contracting parties; only relevant schedules to coachee / programme owner

REFERENCE VERSION / DATE

11. Ending and continuity

On ending or suspension, the parties will confirm the effective date, outstanding services, fees or refunds under the
completed terms, appropriate continuity arrangements and the handling of records. A future engagement requires a
defined purpose and a new or revised agreement.

12. Concerns and dispute resolution

The completed concerns procedure identifies an appropriate route independent of the issue where necessary. Good-faith
resolution will not obstruct statutory rights, urgent remedies or applicable professional-body processes. Any mediation,
court, arbitration or other forum must be locally reviewed and expressly agreed.

Jurisdiction, governing law and dispute route
Local counsel to approve; include any applicable consumer or employment protections.

Liability, insurance and other required local terms
Insert reviewed provisions; no blanket exclusion or fixed liability cap supplied.

Documents forming the agreement and precedence
List schedules and versions; settle contradictions before signing.

Provider signatory / role / date Purchaser signatory / role / date

Coach acknowledgement / date Other required approval / date

Before issue

Use an approved signing method. Typed names in these fields do not themselves create a verified digital signature. Provide
each party with the final approved version.

Basis: H1, R1, R2, R4 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / AGREE

CD10 Four-way coaching relationship
agreement

1 / Shared purpose and four roles

WORKING COPY / All named parties; private material excluded

REFERENCE VERSION / DATE

Engagement / version / date Planned period / review dates

Shared developmental purpose
Use agreed work-related wording; keep different interests visible.

Coachee responsibilities and choices
Participation, focus, work practice, privacy and right to raise concerns.

Coach responsibilities and scope
Professional care, competence, inquiry, preparation, supervision and referral.

Sponsor commitments
Work opportunity, time, authority, feedback and respect for information boundaries.

Programme-owner responsibilities
Access, matching, administration, concerns, practitioner support and evaluation.

Overlapping or additional roles
Name who acts in each role; specify line-manager support and role-switch boundaries.

Basis: H1, R1, R2 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / AGREE

CD10 Four-way coaching relationship
agreement

2 / Boundaries and informed agreement

WORKING COPY / All named parties; private material excluded

REFERENCE VERSION / DATE

Information protocol
CD11 version; allowed progress, excluded private content and verified exception route.

Practical arrangements
Sessions, review meetings, contact, fees where relevant and adjustments.

Working style, assessment and digital choices
CD14-CD19 references; recording / AI not enabled by default.

Concern, pause, rematch and ending route
Named contacts and workable alternative; no-fault rematch where available.

Understanding checked / unresolved differences
Each party explains what they will receive, provide and not receive.

Coachee confirmation / date Coach confirmation / date

Sponsor confirmation / date Programme owner confirmation / date

Basis: H1, R1, R2 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / AGREE

CD11 Information-sharing and access protocol

Information flows

WORKING COPY / The protocol is shared; underlying records retain their own restrictions

REFERENCE VERSION / DATE

Operating rule

No routine disclosure outside this protocol. Assess legal or urgent safety obligations through the approved route; record
only the minimum disclosure needed.

Record / information Recipient and purpose Allowed content / exclusions Timing / secure route

Attendance

Goals and actions

Progress summary

Private session notes

Assessment reports

Supervision material

Other authorised flow

Authority and approvals
Name the agreement, specific permission or verified duty relied upon.

Queries, exceptions and review
Contacts, version and change trigger.

Basis: H1, R1, R2, R5 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / AGREE

CD12 Coaching privacy notice

1 / Who uses information and why

WORKING COPY / Coachee and other affected people in accessible language

REFERENCE VERSION / DATE

Localise before providing this notice

Replace the fields below with the actual arrangements and obtain the accountable privacy owner's approval. This notice
explains processing; it is not blanket consent.

Controller legal name / contact Privacy contact / representative where applicable

Service and data roles
State actual controller, processor or joint-controller arrangements; do not assume them.

Purpose Data / source Applicable lawful basis / condition

Recipients and international transfers
Categories or named recipients; hosting and transfer safeguards; how details can be obtained.

Automated tools or decisions
Explain actual use, human review and relevant consequences; otherwise state none.

Basis: H1, R9, R10, R11 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / AGREE

CD12 Coaching privacy notice

2 / Rights, lifecycle and contact

WORKING COPY / Coachee and other affected people in accessible language

REFERENCE VERSION / DATE

Retention by record type
Approved period or criteria, trigger and exceptions; link CD57.

Information required and optional choices
Why necessary; consequence of not providing it; separate optional uses.

Rights available and how to exercise them
Applicable access, correction, deletion, restriction, objection, portability or withdrawal rights and limits.

Complaints / regulator and practical contact
Use the appropriate verified authority and accessible route.

Security and confidentiality explanation
Practical protection; do not promise absolute security or legal privilege.

Notice version / date approved Provided to / date / method

Questions or access requirements
Record that the notice was supplied and explained; acknowledgement is not blanket consent.

Basis: H1, R9, R10, R11 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / AGREE

CD13 Specific disclosure permission and
release

One defined disclosure

WORKING COPY / Only the permission record and approved content to authorised recipients

REFERENCE VERSION / DATE

Permission reference Engagement / person reference

Exact information or attached version
Identify the file, page, passage or data; redact third-party information appropriately.

Named recipient Specific purpose

Route, timing and onward-use limits
Secure method; one-off or specified period; no wider publication.

Decision

Restrictions, expiry and withdrawal route
What can still be stopped; how to raise a request.

Person confirming / date Coach confirmation / date

Actual release and any withdrawal
Date, version, recipient verification and action taken.

Basis: H1, R1, R11 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / AGREE

CD14 Remote coaching and contact
arrangements

Remote service plan

WORKING COPY / Coach/coachee; logistics only to administrator

REFERENCE VERSION / DATE

Platform / approved version Normal location(s) / time zone

Privacy and accessibility checks
Overhearing, screen sharing, captions, shared devices and adjustments.

Connection failure and interruption plan
Who calls whom; when to pause or reschedule.

Contact channels and response window
Business days, absence cover and excluded channels.

Immediate concern and local support route
Appropriate local route; necessity for any location / contact information.

Recording and transcription settings checked

Calendar and invitation wording agreed

Current location changes will be discussed

No crisis or continuous monitoring service implied

Coachee agreement / date Coach agreement / review date

Basis: H1, R1, R5, R8 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / AGREE

CD15 Recording, observation and transcript
permission

Specific optional use

WORKING COPY / Named observer / assessor only as agreed

REFERENCE VERSION / DATE

Purpose, session and people involved
Training, supervision, assessment or another defined reason.

Live observation

Audio / video recording

Human transcription

Named recipients and use restrictions
No AI processing under this permission; use CD16 separately.

Alternative, withdrawal and effect of refusal
Specify the latest withdrawal point for any external submission.

Participant decision / date Coach confirmation / date

Basis: H1, R1, R2, R8 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / AGREE

CD15 Recording, observation and transcript
permission

Record lifecycle

WORKING COPY / Named observer / assessor only as agreed

REFERENCE VERSION / DATE

File reference / created date Custodian / approved storage

Access and external transfer
Named recipients; verified route; permission checked.

Deletion / review trigger External recipient retention

Withdrawal or correction request
Request, timing, advice and what could be stopped.

Disposal confirmation
Copies, transcripts, downloads and backups; state limits accurately.

Actioned by / date Verification / evidence reference

Basis: H1, R1, R2, R8 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / AGREE

CD16 AI and digital-tool decision record

Tool and risk review

WORKING COPY / Restricted decision record; clear explanation to coachee

REFERENCE VERSION / DATE

Product / version / supplier Specific function / date reviewed

Task and non-AI alternative
What useful purpose requires the proposed data?

Data path
Input, output, hosting, subprocessors, transfers and access.

Supplier terms and controls checked
Training use, deletion, security, accessibility and human oversight.

Approval and applicable requirements
Named privacy / technology reviewer; basis; outstanding conditions.

Operational decision

Basis: H1, R1, R8, R11 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / AGREE

CD16 AI and digital-tool decision record

Client explanation and use log

WORKING COPY / Restricted decision record; clear explanation to coachee

REFERENCE VERSION / DATE

Plain-language explanation supplied
What the tool does; data involved; who sees output; limitations.

Choice and workable alternative
Record the person's decision and effect of refusal; no blanket future permission.

Decision / date Approved scope / expiry

Use date / task Data reference Human verification Corrections / deletion

Incident, change or withdrawal
Stop action; update CD20 / CD59 if relevant.

Basis: H1, R1, R8, R11 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / AGREE

CD17 Accessibility and participation
adjustment plan

Participation arrangements

WORKING COPY / Only the people implementing agreed adjustments

REFERENCE VERSION / DATE

Practical need or preference
The person may describe what helps without disclosing a diagnosis.

Adjustment Owner / resources When available Review / effectiveness

Interpreter, assistant or platform arrangements
Role, confidentiality, competence and permission.

Assessment implications where relevant
Authorised advice on adaptation; avoid unapproved score comparisons.

Agreed by / date Next review / trigger

Basis: H1, R1, R13 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / AGREE

CD18 Session schedule and administrative
contact plan

Schedule and communication

WORKING COPY / Logistics to authorised administrative roles only

REFERENCE VERSION / DATE

Agreement reference / version Safe contact / calendar wording

Session / review Date / time zone Mode / location Confirmation / change

Cancellation, late arrival and rescheduling terms
Use the agreed terms; include coach cancellation and refund treatment.

Between-session contact and absence
Response window, planned leave and backup contact.

Basis: H1, R1, R4 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / AGREE

CD19 Working relationship and session
boundaries

How we will work

WORKING COPY / Shared relationship record; no routine sponsor access

REFERENCE VERSION / DATE

What helps me think
Pace, silence, preparation, language or use of visual tools.

Feedback and challenge
How to offer, check and correct an observation.

Topics, methods and role boundaries
What is in scope; how a change will be discussed.

Pause, disagreement and repair
A practical phrase or signal; route if concerns persist.

Between-session responsibility
Assignments are agreed, not imposed; limits on contact.

Coachee confirmation Coach confirmation / review date

Basis: H1, R1, R3 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / AGREE

CD20 Re-contracting and scope-change record

Change and agreement

WORKING COPY / Relevant parties; separate private reasons from shareable change

REFERENCE VERSION / DATE

Current agreement / version Change requested by / date

Trigger and proposed change
Purpose, roles, scope, dates, fees, technology or information.

What remains unchanged
Carry forward boundaries explicitly.

Implications and checks
Suitability, authority, conflicts, access, cost, retention and third parties.

Approved wording / new terms
Use exact replacement clauses or attach a version-controlled amendment.

Decision

Approvals / dates Effective date / new version

Communication and next review
Who receives what; preserve the superseded version.

Basis: H1, R1, R2 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ASSESS

CD21 Coaching goals and baseline record

One goal and its evidence

WORKING COPY / Shared goal record; sponsor receives only agreed version

REFERENCE VERSION / DATE

Goal ID / version Defined on / review date

Coachee-owned goal and work situation
Observable practice; avoid outcomes controlled wholly by others.

Baseline evidence
Source, period, eligible opportunities, missing observations and limits.

Expected change / behavioural anchor
Define before the review; use examples of what would count.

Review method and permissions
Who observes; what record; how often; who may receive it.

Context, support and alternative explanations
Role authority, workload, systems or other development.

Coachee agreement / date Coach check / next step

Basis: H1, R3, R14 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ASSESS

CD22 Work-context and systemic-conditions
record

Person, role and system

WORKING COPY / Private working record; only agreed system actions shared

REFERENCE VERSION / DATE

Episode and current question
What happened; whose account; what was observed.

Relevant strengths / capability Role authority / obligations

Relationships and work conditions
Information, resources, incentives, workload and dependencies.

Working explanation and contrary evidence
A hypothesis open to revision; include another plausible account.

Coaching action versus system action
Name the accountable owner for each.

Evidence that would change the account
What to explore next; permission required.

Basis: H1, R3 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ASSESS

CD23 Assessment selection and participant
authorisation

Selection decision

WORKING COPY / Authorised assessment record; controlled report access

REFERENCE VERSION / DATE

Developmental question / goal ID Instrument / version / publisher

Why this evidence is needed
What is already known; non-test alternatives.

Technical and competence checks
Intended use; language/population evidence; limitations; authorised user.

Administration and adjustment plan
Timing, access, accommodations and standardisation implications.

Reports, recipients and feedback
Secure storage; report versions; rater protections; debrief plan.

Selection status

Basis: H1, R13 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ASSESS

CD23 Assessment selection and participant
authorisation

Participant information and administration

WORKING COPY / Authorised assessment record; controlled report access

REFERENCE VERSION / DATE

Information explained before participation
Purpose, demands, alternatives, access to results and relevant limits.

Participant decision

Decision date / confirmation Administrator / qualifications reference

Administration record
Date, mode, conditions, interruptions and deviations.

Report reference and debrief appointment
No item responses copied into this operational form.

Interpretation limits and follow-up
What the result does not establish; next authorised action.

Basis: H1, R13 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ASSESS

CD24 Assessment debrief and development
decision

Report to action

WORKING COPY / Coach/coachee; agreed summary only to others

REFERENCE VERSION / DATE

Instrument / report version Debrief date / practitioner

Participant response and checked understanding
What fits, does not fit or needs clarification.

Relevant findings and evidence type
Preference, judgement, self-report, observed behaviour or reasoning.

Work examples and alternative interpretations
Do not treat a score as the whole person.

Chosen development action
Behaviour, situation, support and permissions.

Review evidence and information release
Use CD13 where additional sharing is optional.

Limits or matters requiring further help
Record the next qualified route where necessary.

Basis: H1, R13 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ASSESS

CD25 Stakeholder feedback invitation

Invitation to contribute

WORKING COPY / Named respondent; stated report audience

REFERENCE VERSION / DATE

To / respondent From / date

Purpose and agreed goal
Explain the developmental use, not a selection decision.

Suggested invitation wording

Your perspective may help with the specific work practice described above. Participation is optional. Please comment only
on situations you have observed. You may mark an area not observed or leave it unanswered. The information-sharing
arrangements below explain who will see your response.

Questions and observation window
Use a small number of work-specific questions; do not request a personality judgement.

Who will see what
Identifiable response or approved aggregation; restrictions; no false anonymity.

Return method / due date Privacy / concern contact

Privacy notice and retention information
Provide or link the relevant notice before collecting the response.

Basis: H1, R11, R13 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ASSESS

CD26 Stakeholder feedback interview note

Observed behaviour and context

WORKING COPY / As declared to respondent before collection

REFERENCE VERSION / DATE

Interview date / source code Observation period / relationship

Permission and audience confirmed
What was explained; any restrictions.

Specific episode and observed behaviour
Use accurate words or attributed paraphrase, not a diagnostic label.

Effect experienced by the respondent
Distinguish reported effect from verified outcome.

Other examples, exceptions and not observed
Do not fill gaps with assumptions.

Summary checked and corrections
Respondent confirmation where agreed.

Next step and controlled record location
Do not broaden the use beyond the stated purpose.

Basis: H1, R5, R13 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ASSESS

CD27 Coaching evidence register

Evidence and limitations

WORKING COPY / Shared evidence references; restricted source files remain separate

REFERENCE VERSION / DATE

ID / date Goal / claim Source and context Limits / permission / location

Important missing evidence
What remains unknown and whether it matters for the decision.

Evidence to seek next
Owner, permission, proportionality and review date.

Basis: H1, R3, R13, R14 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ASSESS

CD28 Coaching development plan

Development priorities

WORKING COPY / Coach/coachee; agreed goals and support actions only to sponsor

REFERENCE VERSION / DATE

Plan version / agreed date Review date / review participants

Goal / baseline ref Practice and work opportunity Support / owner Review evidence / date

Conditions, boundaries and trade-offs
What needs approval; what must not be displaced.

Coachee choice and sponsor support
Record any differences; share only agreed content.

Change and completion criteria
What would lead to revising, pausing or ending a priority.

Basis: H1, R3 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ACTIVATE

CD29 Coachee pre-session preparation

Prepare for the conversation

WORKING COPY / Coachee chooses whether to share with coach

REFERENCE VERSION / DATE

Session / planned date Goal reference (optional)

What has happened since we last met?
One or two work examples; include what did not happen.

What I would like to think about today
What would make the session useful?

What I tried and what I noticed
Separate action, result and explanation.

Support, constraints or changed circumstances
Any agreement or access arrangement to revisit.

What I want my coach to know or ask about
Only what you choose to share.

My first question for today
Preparation can be brief.

Basis: H1, R6 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ACTIVATE

CD30 Session agenda and opening agreement

Today's agreement

WORKING COPY / Shared session record

REFERENCE VERSION / DATE

Session date / number Time available / mode

Current focus and desired session outcome
Use the coachee's wording.

Changes to context or agreement
Role, sponsor, privacy, capacity or purpose.

Approach and permission
Conversation, reflection, rehearsal or selected activity.

Time / sequence Focus Useful output

How we will close and check usefulness
Learning, choice, support or further reflection.

Basis: H1, R3, R6 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ACTIVATE

CD31 Confidential coach session file note

Session evidence and learning

WORKING COPY / Restricted coach file; not routine sponsor material

REFERENCE VERSION / DATE

Session date / number Coach / mode / actual minutes

Agreed focus and context change
Cross-reference goal and current agreement.

Coachee's account of the work episode
Attribute the account; use only necessary detail.

Direct observations and checked meaning
What the coach noticed; corrections or uncertainties.

Coaching intervention and response
Method used, agreement and the coachee's response.

Learning or decision in the coachee's words
Do not present your interpretation as their conclusion.

Provisional hypothesis / alternative (only if useful)
Label clearly; do not diagnose.

Basis: H1, R1, R5, R9 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ACTIVATE

CD31 Confidential coach session file note

Actions, boundaries and audit trail

WORKING COPY / Restricted coach file; not routine sponsor material

REFERENCE VERSION / DATE

Chosen next step or deliberate reflection
Action, owner, work opportunity and review.

Support / authority needed outside coaching
Agree what can be raised and with whom.

Boundary, concern or referral follow-up
Reference a separate restricted record; no unnecessary duplication.

What may be included in the shared summary
Use CD32; permission is not automatic.

Next meeting / preparation Note completed by / date

Amendment record
Date, author, correction and reason; preserve the original entry.

File handling

Store in the approved restricted location under CD08 / CD57. Keep administration and sponsor reporting separate. Use the
editable Word version or an approved continuation record if this space is insufficient.

Basis: H1, R1, R5, R9 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ACTIVATE

CD32 Shared session summary

What to carry forward

WORKING COPY / Coachee; another recipient only through the agreed release route

REFERENCE VERSION / DATE

Session date / number Prepared with / version

Focus we worked on
Only the level of detail needed for continued development.

Learning the coachee wishes to retain
In their own words or a checked paraphrase.

Chosen action or reflection
Owner, timing and practical opportunity.

Support, limits and review evidence
What needs approval or another person's participation.

Next session / preparation
A useful question or evidence to bring.

Coachee wording checked / date Permitted recipient(s) / release reference

Basis: H1, R5, R6 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ACTIVATE

CD33 Coachee learning and reflection record

My learning record

WORKING COPY / Private to coachee unless they choose otherwise

REFERENCE VERSION / DATE

Date / episode Related goal (optional)

What happened
The situation and actions I can describe.

How I interpreted it
My account, not necessarily the only account.

What I learned or now question
Include evidence that challenges an earlier view.

What I may try or explore next
Action is optional; reflection can be useful.

What I choose to discuss with my coach
I may keep other material private.

Later review
What changed in understanding or practice?

Basis: H1, R3 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ACTIVATE

CD34 Coach post-session reflective note

Reflect on the practice

WORKING COPY / Restricted professional reflection; de-identify before consultation

REFERENCE VERSION / DATE

Reflection date Session reference / de-identification check

Moment selected
Focus on the coach's intervention and the available evidence.

What I did and what I noticed
Avoid unsupported claims about inner states.

My assumptions, reactions or competing responsibilities
What may have shaped the work?

Alternative approach and learning
What might I try differently and why?

Supervision question / learning action
Use CD54 if consultation is needed.

How I will check the change in my practice
Evidence, feedback and review date.

Basis: H1, R6, R15 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ACTIVATE

CD35 Session attendance and coaching-hours
log

Delivery log

WORKING COPY / Administrative access only; credential verification separately authorised

REFERENCE VERSION / DATE

Date / session Scheduled
minutes

Actual coaching
minutes

Attendance / format Paid / pro bono Other work
minutes

Reconciliation and exclusions
Sources, corrections and items not counted as coaching.

Prepared by / date Verification route / permission ref

Basis: H1, R7 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ACTIVATE

CD36 Missed-session and contact record

Attendance exception

WORKING COPY / Minimal logistical information to approved roles

REFERENCE VERSION / DATE

Scheduled session / date Attendance event

Known facts and source
Use the reason only if provided and necessary.

Contact attempted and safe channel
Date, time, neutral wording and response.

Terms applied / exception agreed
Cancellation or refund reference; separate billing decision.

Next step

Next contact and responsible person
Avoid repeated or intrusive contact.

Record completed by / date Agreement or log updated

Basis: H1, R1, R5 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / APPLY

CD37 Workplace experiment agreement

Small test in real work

WORKING COPY / Coach/coachee and only agreed affected colleagues

REFERENCE VERSION / DATE

Experiment / goal ID Planned window / review

Behaviour and work opportunity
What will be different and where?

Prediction and evidence
Baseline, opportunities, observations and limits.

Permissions, support and boundaries
Affected people; authority; stop conditions.

Actual practice and result
Record what happened, not only whether it felt successful.

Learning and alternative explanations
What else may explain the result?

Next decision

Basis: H1, R3 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / APPLY

CD38 Coaching action and commitment log

Actions and review

WORKING COPY / Shared record; sponsor version only as agreed

REFERENCE VERSION / DATE

ID / goal Action / owner Due / opportunity Support / dependency Status / evidence

Revised, declined or blocked actions
What changed; who decides; no retrospective deletion.

Next review focus
One useful decision, not a demand to complete every action.

Basis: H1, R3 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / APPLY

CD39 Between-session activity brief

Activity brief

WORKING COPY / Coachee; other people only where required and agreed

REFERENCE VERSION / DATE

Activity / toolkit ID Related goal / next session

Purpose and expected benefit
What question will this help explore?

Instructions
Clear sequence; no more detail than needed for this assignment.

Estimated effort / timing Materials / access

Boundaries and alternatives
Permissions; stop conditions; accessible alternatives.

What to bring back
Evidence, observations, questions or a decision not to continue.

Coachee agreement / date Review appointment

Basis: H1, R3 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / APPLY

CD40 Private coaching progress review

Progress evidence

WORKING COPY / Private developmental review; use CD41 for sponsor reporting

REFERENCE VERSION / DATE

Review date / period Goal / baseline version

Original goal and changes
Keep original wording and amendment reference visible.

Evidence / opportunity Baseline Current observation Limit / other explanation

Coachee learning and experienced change
In their own words; distinguish confidence from behaviour.

Support, barriers and unintended effects
What is still owned by another person?

Basis: H1, R3, R14 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / APPLY

CD40 Private coaching progress review

Next developmental decision

WORKING COPY / Private developmental review; use CD41 for sponsor reporting

REFERENCE VERSION / DATE

Decision

Reason and conditions
Use evidence, not a completion score alone.

Next actions, owners and work opportunities
Update CD28 / CD37 / CD38 where useful.

What can be shared with a sponsor
Prepare a separate CD41; no private note attachment.

Differences or unresolved matters
Coachee may disagree with an interpretation.

Agreed by / date Next review / change trigger

Basis: H1, R3, R14 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / APPLY

CD41 Sponsor progress update

Agreed sponsor update

WORKING COPY / Named sponsor / programme owner only

REFERENCE VERSION / DATE

Recipient / purpose Period / approved version

Agreed goals and delivery
Only the level of detail allowed by the protocol.

Progress and workplace evidence
Label self-report, corroboration and limitations.

Support or decisions required from sponsor
Specific request, accountable owner and timing.

Next focus and review
No confidential session narrative.

Limitations and what is not being claimed
No causal attribution, psychological verdict or selection conclusion.

Coachee wording confirmed / date Release authority / sent date

Basis: H1, R1, R5, R14 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / APPLY

CD42 Midpoint four-way review meeting
record

Midpoint review

WORKING COPY / Named participants; no private session record attached

REFERENCE VERSION / DATE

Meeting date / engagement Participants / four roles

Purpose and information limits confirmed
Use approved summary rather than private notes.

Shared progress and differing perspectives
Evidence and limits; record material differences fairly.

Decision / action Owner Due date Review evidence

Changes to agreement or support
Use CD20 for formal amendments.

Record agreed by / date Next review / distribution

Basis: H1, R1, R14 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / APPLY

CD43 Targeted behavioural feedback return

Feedback on one work practice

WORKING COPY / As stated before participation; not anonymous by default

REFERENCE VERSION / DATE

Practice / goal ID Observation window / respondent code

Participation and privacy

Use only after purpose, audience and retention have been explained. Participation is optional. This form is identifiable
unless a separate credible aggregation process has been agreed.

Opportunity to observe

What I observed
Specific behaviour and situation; avoid motives or personality labels.

What difference it appeared to make
Distinguish your experience from a verified operational result.

What might help next time
A constructive suggestion; the coachee retains choice.

Context or limitations
What you cannot comment on; any correction request.

Basis: H1, R13, R14 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / APPLY

CD44 Manager and workplace-support
agreement

Conditions for application

WORKING COPY / Agreed support commitments only

REFERENCE VERSION / DATE

Practice / goal reference Supporting manager / owner

Work opportunity and authority
Task, decisions and limits.

Time, resources and practical support
What will actually be available and when?

Feedback and review arrangements
Who observes what; permission; no covert performance collection.

Intervention and escalation conditions
What requires immediate operational action rather than coaching.

Commitment Owner Due / frequency Review

Agreement / date Next review

Basis: H1, R3 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ASSURE

CD45 Final coaching review and contribution
record

Evidence at closure

WORKING COPY / Private final review; share CD52 separately

REFERENCE VERSION / DATE

Engagement / closure date Goals / latest plan reference

Goal / intended practice What changed Evidence / limits Other influences

Coachee view of learning and value
What helped; what did not; what remains unfinished.

Unintended effects and remaining risks
Include dependence, burden or unresolved boundaries.

Basis: H1, R14 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ASSURE

CD45 Final coaching review and contribution
record

Contribution and continuation

WORKING COPY / Private final review; share CD52 separately

REFERENCE VERSION / DATE

Reasoned contribution account
What coaching plausibly helped; evidence for and against; do not overclaim.

Practices to retain and support needed
Link to CD47; keep ownership explicit.

Outstanding issues and receiving owner
Seek acknowledgement where work is handed over.

Engagement decision

Permitted final summary
Use CD52; do not release this private review automatically.

Coachee review / date Coach completion / record action

Basis: H1, R14 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ASSURE

CD46 Coaching completion and closure letter

Closure confirmation

WORKING COPY / Coachee; limited administrative confirmation to purchaser where agreed

REFERENCE VERSION / DATE

To / date Engagement reference / effective end

Opening wording

This letter confirms that the coaching engagement identified above has ended under the arrangements agreed with you. It
records the practical next steps below; it is not a qualification or an assessment of your suitability for a role.

Agreed conclusion and continuing actions
Use the coachee-agreed wording; keep detail proportionate.

Outstanding administrative matters
Final invoice, return of material, referrals or unresolved complaint route.

Records and future contact
Approved retention / disposal; contact limits; privacy and concerns contacts.

Closing wording

Thank you for the work you brought to the relationship. Any future coaching would begin with a new purpose and
agreement. The applicable information protections and obligations continue after closure.

Coach / provider sign-off Recipient / distribution check

Basis: H1, R1 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ASSURE

CD47 Maintenance and follow-up plan

Continue without the coach

WORKING COPY / Coachee; agreed support requests to named people

REFERENCE VERSION / DATE

Practice to retain Cue / opportunity Support / owner Review evidence

Drift or changed-context signals
What would mean the practice needs adaptation or another response?

Restart and alternative support
Manager, peer, specialist, supervisor or a new coaching question.

Self-review date / rhythm Any agreed follow-up service

My continuing commitment
In the coachee's words; no guarantee is requested.

Basis: H1, R3 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ASSURE

CD48 Pause, early ending and rematch record

Pause or end responsibly

WORKING COPY / Only necessary information to the receiving support roles

REFERENCE VERSION / DATE

Request date / initiated by Engagement reference

Requested route

Necessary reason / context
No detailed personal account required for a no-fault request.

Immediate support and communication
Who contacts the coachee; safe method; no gap where support is needed.

Contract, fees and record implications
Current terms; final reconciliation; retention / hold.

Information to transfer and authority
Only agreed essentials; use CD13 / CD58 if required.

Agreed action / owner Effective date / review

Basis: H1, R1, R2 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ASSURE

CD49 Concern, safety escalation and referral
record

Immediate action and facts

WORKING COPY / Strictly restricted; minimum necessary disclosure to appropriate recipient

REFERENCE VERSION / DATE

Act before paperwork

Where there is immediate danger, contact the appropriate verified local emergency or safeguarding service promptly. Use
this record after immediate steps are under way; do not wait for a supervision appointment.

Date / time / location context Person / case reference

Observed facts and attributed statements
Use necessary accurate words; no clinical labels or speculation.

Immediate action and relevant contact
Who was contacted, when and by what verified route.

Qualified advice and decision basis
Name role, advice and applicable duty or agreement; preserve uncertainty.

Information disclosed and recipient
Minimum content; timing; whether informing the person was safe / permitted.

Basis: H1, R1, R5, R12 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ASSURE

CD49 Concern, safety escalation and referral
record

Referral and follow-through

WORKING COPY / Strictly restricted; minimum necessary disclosure to appropriate recipient

REFERENCE VERSION / DATE

Coaching status

Referral discussed / offered
Provider or service; choice; practical access; no guarantee of availability.

Consent or other justified disclosure basis
Record the basis separately from the existence of concern.

Receiving route and follow-up
Confirmation where possible; owner; time; limits of the coach's role.

Person informed and response
Do not delay urgent required action while seeking permission.

Professional support and record protection
Supervision / advice reference; restricted location; retention or hold.

Completed by / date Review owner / date

Basis: H1, R1, R5, R12 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ASSURE

CD50 Feedback, complaint and resolution
record

Receipt and plan

WORKING COPY / Restricted complaint process; not routine coaching or sponsor file

REFERENCE VERSION / DATE

Complaint ID / received date Owner / independence check

Concern in the person's words
Necessary facts, requested outcome and safe contact.

Urgent safeguards and support
Any immediate restriction or alternative coach; no admission presumed.

Applicable process and timetable
Verified deadlines, acknowledgement and next update.

Evidence to preserve / lawful hold
Relevant versions, recipients and access controls.

Scope and fair response plan
Who will be heard; conflicts; specialist route if required.

Basis: H1, R1, R2, R5 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ASSURE

CD50 Feedback, complaint and resolution
record

Outcome and follow-up

WORKING COPY / Restricted complaint process; not routine coaching or sponsor file

REFERENCE VERSION / DATE

Findings and reasons
Distinguish established facts, unresolved matters and judgement.

Decision, remedy and responsible owner
Actions and realistic dates; reference policy / authority.

Communication to relevant parties
Minimum appropriate information; acknowledgement of receipt.

Review / appeal or professional-body route
Verified contact and time limit; do not obstruct other rights.

Learning, closure and records
System improvement; retention or continuing hold.

Decision-maker / date Next check / closure date

Basis: H1, R1, R2, R5 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ASSURE

CD51 Ethical decision and professional
consultation record

Reasoned ethical judgement

WORKING COPY / Restricted professional record; de-identified consultation where feasible

REFERENCE VERSION / DATE

Dilemma and material facts
What is known; what is assumed; who may be affected.

Relevant obligations and competing interests
Agreement, professional code, verified law and role boundaries.

Option Likely benefits / risks Authority / advice needed

Consultation and decision
Who advised; what was decided; reasons and limits.

Communication and review
Minimum disclosure; owner; trigger to revisit.

Basis: H1, R1, R2 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

6A / ASSURE

CD52 Agreed final sponsor summary

Final sponsor communication

WORKING COPY / Named sponsor / purchaser at the approved level

REFERENCE VERSION / DATE

Recipient / approved purpose Engagement / closure date

Service delivered and agreed objectives
Administrative facts and only agreed goal wording.

Application and contribution supported by evidence
Keep source, context and limits explicit.

What remains unresolved or owned elsewhere
No implication that every work outcome belongs to coaching.

Continuing support and responsible owner
Actions accepted by the relevant operational role.

Limits and next organisational decision
No causal or employment conclusion beyond evidence and authority.

Coachee version approval / date Released by / date / method

Basis: H1, R1, R14 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.

HR DELIVERY / COACH SUPPORTING DOCUMENTS Contents Documents 071 / 088



REUSABLE WORKING DOCUMENT

ACROSS THE 6A SYSTEM

CD53 Coaching supervision agreement

Supervision relationship

WORKING COPY / Supervision parties; attendance evidence only to others where agreed

REFERENCE VERSION / DATE

Supervisor / competence evidence Supervisee / professional scope

Purpose, format and responsibilities
Reflective inquiry, ethical practice and learning; clarify any evaluative role.

Cadence / duration / fees Review and cancellation terms

Confidentiality and case material
Minimise identification; group obligations; recording and technology decisions.

Limits, referral and immediate concern route
What cannot wait; qualified legal or clinical routes remain separate.

Records, reporting and ending
Attendance versus case content; retention; review; safe exit.

Supervisor confirmation / date Coach confirmation / date

Basis: H1, R2, R15 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

ACROSS THE 6A SYSTEM

CD54 Supervision case submission and
learning record

Prepare the supervision question

WORKING COPY / Restricted supervision file; minimise identifiers

REFERENCE VERSION / DATE

Date / supervision reference Case code / identifying detail check

My professional question
What judgement or intervention needs examination?

Relevant facts and context
Minimum information needed; distinguish account and observation.

What I did and what I am unsure about
My assumptions, reactions, choices and boundaries.

Options or advice already considered
Include unresolved duties and sources.

Desired supervision output
Better judgement, an action, a learning need or a referral.

Basis: H1, R2, R15 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

ACROSS THE 6A SYSTEM

CD54 Supervision case submission and
learning record

Learning and follow-through

WORKING COPY / Restricted supervision file; minimise identifiers

REFERENCE VERSION / DATE

What became clearer
Record learning, not a transcript.

Alternative approaches and ethical implications
What will I do differently; what remains uncertain?

Action I own
Person responsible, timing, permission and any qualified consultation.

Practice evidence to review
How I will check whether the adjustment helped.

What may be reported elsewhere
Normally attendance or de-identified learning only, as agreed.

Completed by / date Next review

Basis: H1, R2, R15 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

ACROSS THE 6A SYSTEM

CD55 CPD and observed-practice development
record

Professional learning

WORKING COPY / Professional development record; client information excluded

REFERENCE VERSION / DATE

Date / activity Capability / purpose Time / evidence Application / review

Observed practice and feedback
Authority to observe; setting; specific evidence; no unnecessary client data.

Development decision
Next learning, supervision or scope restriction.

Coach review / date Next review point

Basis: H1, R3, R15 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

ACROSS THE 6A SYSTEM

CD56 Coaching-hours verification and
permission

Verification request

WORKING COPY / Named credential body / verifier only under the stated route

REFERENCE VERSION / DATE

Credential / body / rule checked Date / source reference

Coach / engagement type Period / actual coaching hours

Reconciliation and exclusions
Paid / pro bono; individual / group / team; source records.

Verification route and contact
Client permission or authorised organisational confirmation as applicable.

Client information decision

Exact information authorised
Recipient, purpose, timing and retention; no session content.

Confirmation / date Submission / verification record

Basis: R7 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

ACROSS THE 6A SYSTEM

CD57 Record retention, return and disposal
schedule

Approved lifecycle schedule

WORKING COPY / Restricted administrative control; notice to affected people as appropriate

REFERENCE VERSION / DATE

Service / accountable data owner Privacy review / version

Record class / purpose Custodian / access Trigger / period and basis Return / disposal route

Enquiry and intake

Contracts and permissions

Private session notes

Shared progress records

Assessment reports

Finance / experience logs

Digital copies / recordings

Hold and review procedure
Who can pause deletion; authority; periodic review.

Approved by / date Next review

Basis: H1, R1, R9, R10 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

ACROSS THE 6A SYSTEM

CD57 Record retention, return and disposal
schedule

Return or disposal certificate

WORKING COPY / Restricted administrative control; notice to affected people as appropriate

REFERENCE VERSION / DATE

Engagement / record batch Action date / responsible person

Records and copies covered
Reference the inventory; include authorised exports and device copies.

Action

Method and verification
System confirmations, third-party confirmation and residual backups.

Exceptions, holds or unverified copies
State limitations and next review; do not claim full deletion without evidence.

Access removed / recipient informed
Who, when and what was confirmed.

Actioned by / date Independent check where applicable

Basis: H1, R1, R9, R10 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

ACROSS THE 6A SYSTEM

CD58 Information-rights and disclosure
request log

Request and handling plan

WORKING COPY / Restricted request-handling team

REFERENCE VERSION / DATE

Request ID / received date Requester / safe contact

Request type

Scope, identity and authority checked
Proportionate verification; evidence reference.

Applicable process and response deadline
Jurisdiction / legal source checked; responsible adviser.

Locations searched and preservation
Contract, notes, emails, platform copies; third-party records.

Assessment and advice
Rights, duties, exemptions, third-party interests and proposed response.

Basis: H1, R5, R9, R10, R11, R16 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

ACROSS THE 6A SYSTEM

CD58 Information-rights and disclosure
request log

Decision and response

WORKING COPY / Restricted request-handling team

REFERENCE VERSION / DATE

Decision and reasons
What will be provided, amended, retained or withheld and why.

Response package and quality check
Versions, redactions, metadata, hidden content and authorisation.

Response sent / method Identity / destination rechecked

Follow-up, challenge and remedy route
Explain the actual route and relevant time limits.

Audit trail and retention
Record changes and any hold; preserve original where required.

Approved by / date Closed / next review

Basis: H1, R5, R9, R10, R11, R16 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

ACROSS THE 6A SYSTEM

CD59 Personal-data incident record

Incident and containment

WORKING COPY / Restricted incident team and required recipients only

REFERENCE VERSION / DATE

Incident ID / discovery date-time Reporter / incident lead

Known facts and current uncertainty
What happened; detection; systems and versions.

Data and people potentially affected
Sensitivity, volume, exposure duration and third parties.

Immediate containment and evidence
Actions, times, owners and preserved logs.

Escalation and applicable duties
Privacy / security / legal contacts; deadlines verified.

Initial risk assessment reference
Responsible specialist; likely impacts; facts still required.

Basis: R1, R17 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

ACROSS THE 6A SYSTEM

CD59 Personal-data incident record

Notifications, recovery and learning

WORKING COPY / Restricted incident team and required recipients only

REFERENCE VERSION / DATE

Recipient / authority Notify decision / basis Deadline / sent time Owner / evidence

Remediation and recovery
Access restrictions, corrected records and affected-person support.

Lessons and control changes
Owner, due date and effectiveness check.

Closure and remaining uncertainty
Do not certify containment beyond verified facts.

Incident lead sign-off Next review / retention action

Basis: R1, R17 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

ACROSS THE 6A SYSTEM

CD60 Practice continuity and
records-custodian plan

Continuity arrangements

WORKING COPY / Restricted plan; clients receive an appropriate explanation

REFERENCE VERSION / DATE

Plan owner / version Custodian / backup contact

Activation triggers and verification
Absence, incapacity, death, service closure; who verifies authority.

Access method and information limits
Secure contact index, approval process and prohibited access.

Client contact and service continuity
Neutral wording; rematch / refund / closure options; urgent support routes.

Records and obligations
Preservation, transfer, retention, disposal and insurer / legal contact.

Test and review
Date, test evidence, changes and next review.

Custodian acceptance / date Owner approval / date

Basis: H1, R1, R2, R10 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

ACROSS THE 6A SYSTEM

CD61 Service, invoice and expense
reconciliation

Invoice / service statement

WORKING COPY / Purchaser and authorised finance roles; no private case notes

REFERENCE VERSION / DATE

Provider legal details / invoice ref Purchaser details / issue date

Agreement / purchase order Currency / payment due date

Date / service description Quantity Unit rate Amount

Subtotal / approved expenses Tax basis / tax amount

Total payable Payment method / verified details

Required local particulars and notes
Registration, credit/refund reference and applicable tax wording.

Basis: H1, R4, R7 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

ACROSS THE 6A SYSTEM

CD61 Service, invoice and expense
reconciliation

Reconciliation and settlement

WORKING COPY / Purchaser and authorised finance roles; no private case notes

REFERENCE VERSION / DATE

Source record / service Delivered / billed units Variance / reason Approval

Expense evidence / approvals
Receipts and policy reference; no unnecessary client detail.

Cancellation or refund treatment
Contract clause; agreed exception; credit note where required.

Paid amount / date / reference Outstanding amount / action

Prepared by / date Reviewed by / date

Basis: H1, R4, R7 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

ACROSS THE 6A SYSTEM

CD62 Team or group coaching supplementary
agreement

Multiple-participant agreement

WORKING COPY / Named parties; separate individual information remains restricted

REFERENCE VERSION / DATE

Team / group and purpose Coach / sponsor / programme owner

Client definition, scope and competence
Distinguish team coaching from facilitation, training or therapy.

Participation and member commitments
Choice, attendance, respect, information and new / departing members.

Confidentiality and individual contact
Limits between members; how one-to-one disclosures are handled.

Shared outputs and sponsor reporting
What is recorded; approval method; individual assessment boundaries.

Concern, conflict and technology arrangements
Independent route; recording / transcription decisions.

Member agreement and annex reference
Signatures or approved confirmation register; do not prefill.

Basis: H1, R1, R2, R3 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

ACROSS THE 6A SYSTEM

CD63 Testimonial and case-publication
permission

One optional publication

WORKING COPY / Named publisher / channels for approved content only

REFERENCE VERSION / DATE

Content / version reference Publisher / purpose

Exact approved content
Attach the version; do not substitute a later edited quotation.

Identity, channels and duration
Name, role, employer, image; intended audience; access period.

Other rights and identifiability checks
Third parties, organisational information and combinations of detail.

Decision

Withdrawal and practical limits
How to stop future use; what cannot be recalled once published.

Person's confirmation / date Final release check / publication record

Basis: R1, R9, R11 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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REUSABLE WORKING DOCUMENT

ACROSS THE 6A SYSTEM

CD64 Practice quality and case-file review

Quality review and improvement

WORKING COPY / Restricted quality record; programme themes only when appropriately aggregated

REFERENCE VERSION / DATE

Reviewer / authority / date Scope / sample and limitations

Review area Evidence / finding Action / owner Due / verified

Purpose and fit

Current agreement

Information and permissions

Goals / review evidence

Session / hour accuracy

Supervision / competence

Records / access / retention

Closure / concerns /
continuity

Critical unresolved matters
Immediate action and accountable escalation; do not average away.

Review conclusion and next check
Improvement decision, not a certificate of compliance.

Basis: H1, R1, R2, R3 | Original HR Delivery record. v1.0 / Complete only the fields needed; use a continuation record when necessary.
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