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• Numerics •
0-10 pressure gauge, 298

3As model

for stress management, 304

for work-life balance, 216–217

360-degree feedback assessment, 53

• A •
ABC model

building rapport and, 87

decision review and, 200

for managing emotions, 298

ABCD model

enjoying routine tasks and, 217

for exploring emotional factors of 

problem, 282

integrating transactional analysis with, 

184–185

receiving feedback and, 272–273

ABCDE model

applying, 38

example of, 25–28

overview of, 16

for team, 328–329

ABCDE working log

example of, 39–40, 357

for home practice, 27–28

ABCDEF model, 194–195

absenteeism, and stress, 302

acceptance in workplace, 308–309

access in future, agreeing on, 141–142

accountability, in team, 325–327

achievements

articulating, 236–237

focusing on, 337–338

identifying, 235–236

journaling to acknowledge and record, 

151–153

acting

confi dent, 158–159

happy, 249

healthy and energised, 230–231

action

change and, 120

planning, 31

to practise at home, 85, 98–99

“Yes, but...” as block to, 108–109

activating situation (A in ABCDE model), 

25–28

adapting coaching style, 259–261

adjustment

continuous journey of, 138–139

to retirement, 248, 249

administrative backup, 62

affi rmative thought

developing, 236

example of, 157–158

aggression, assertiveness compared to, 

188–189

aims of coaching programme, 51

Albert Ellis Institute, 358

all or nothing thinking

dealing with, 338–339

description of, 34

example of, 104, 105, 168

“always”, thinking

challenging, 109–110

replacing, 336

amygdala, 293

anger management, 311–312

anxiety, worry that creates, 335–336

appearance. See also body language

of client, 115

of coach, 61

appraisal meeting, 256

approach, evaluating and changing, 

125–127

approval and fallibility, 345–346

CO
PYRIG

HTED
 M

ATERIA
L
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arbitrary inference, 34

Aristotle (philosopher), 308

art gallery, benefi ts of visit to, 126

articulating

needs, 188–189

strengths, 236–237

Asperger’s syndrome, 58

assertive communication

aggressiveness compared to, 188–189

I’m okay, you’re okay model, 185–187

principles of, 112

in relationships, 180–182

three-step model for, 187

transactional analysis and, 182–185

Association for Coaching, 358

assumptions, 338

attention to client, improving, 71

author, website of, 357

automatic thought, 22. See also 

constructive automatic thought; 

negative automatic thought

aversion imagery, 350–351

• B •
backup, arranging, 62

backwards viewpoint, 207

balance, setting goals and, 170–171. 

See also work-life balance

BASIC ID model, 245

Beales, David (doctor), 305, 358

Beck, Aaron (CBT founder), 9, 11

behaviour

acting confi dent, 158–159

acting happy, 249

acting healthy and energised, 230–231

infl uence of cognitions on, 13–14

rehearsing new, 196

thoughts, feelings, and, 23–25, 39, 336–337

behavioural style, 321–323

behavioural symptoms of stress, 306–307

behaviourism, 48

being visible and seen, imagery exercise 

for, 349–350

Belbin method, 322

belief

in ABCDE model, 25–28

in client, 72–73

downward-arrow model to address, 

105–108

limiting, 144–146, 168, 265

reviewing, 28–33

underlying, 190–191

beliefs-feelings log, 145–146

belonging, need for, 346

benefi ts of coaching programme, 52, 59

Berne, Eric (author), 182

Big I little i model, 153–155

black-and-white thinking, 34. See also all or 

nothing thinking

Blackberry age, managing in, 223–226

blaming

challenging, 114

description of, 35

body

mind-body connection, 16–17

refreshing with break, 226–227, 228

relaxing mind to relax, 353–354

body language

communication and, 310

promoting message and, 237

self-confi dence and, 158–159

thoughts and, 67

transforming approach to situations 

with, 115

in workplace, 234

books, recommended, 359–360

boundaries

of CBC management, 253–254

as coach, knowing, 57–60

setting at work, 222–223

brain processes

amygdala in, 293

emotion and, 294

habit trap and, 91–93

stress and, 305

thoughts and, 21–23

brainstorming ideal life, 165–167

Branch, Rhena (psychologist), 11

Branson, Richard (businessman), 170
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break, taking to refresh mind and body, 

226–227, 228

breathing for stress management, 308

bringing best self into relationship, 

193–196

British Association for Behavioural and 

Cognitive Psychotherapies, 358

British Association for Counselling and 

Psychotherapy, 358

building rapport, 86–87

bully, giving feedback to, 271

Burns, David (author)

Feeling Good, 12

The Feeling Good Handbook, 43, 276–277

website of, 358

• C •
career choice, evaluating, 241–242

career transition

adjusting to new role, 237–240

continuous interview, 234–237

mergers and structural changes, 243–246

options for, 233

redundancy, 246–247

retirement, 247–249

working through, 234, 242

CAT (constructive automatic thought)

developing, 108

about health behaviours, 231

to maintain emotional balance, 300

about public speaking, 286–287

turning NAT into, 193

catastrophising

ABCDE model and, 38

dealing with, 337

description of, 35

example of, 168

CBC (cognitive behavioural coaching). 

See also coaching culture

benefi ts of, 1–2

description of, 1, 10, 47

evolution of, 10–12

philosophy of, 65–66

presenting to client, 46–48, 81–83

self-coaching, 136–139

style of, 75–77, 259–261

three-stage process of, 13

CBT (cognitive behavioural therapy)

focus of, 10

founders of, 9

internal dialogue and, 11

training in, 11

The Centre for Stress Management, 

216, 358

challenge

in life, dealing with, 343

team pulling together through, 328–331

challenging pessimism to develop 

optimism model, 332

change

action and, 120

age and, 138

allowing time for, 173

applying models for, 171–173

diffi culty of, 57

facilitating, 47

fear of, 90–91, 138

as inevitable, 167

preparing client for, 46

process of, 91–93

responses to, 243–244

as survival mechanism, 90

in work role, 238–239

changing roles model, 238

changing team behaviours model, 330

Chartered Institute of Personnel and 

Development, 358

checking

clarity of purpose, 319–320

for evidence, 146–148, 338

choices

generating when making decisions, 

206–209

identifying, 40–44

for responding to change, 244

chunking steps, 212

circadian rhythm, 226–227

client. See also collaboration with client; 

demotivated client; initial meeting 

with client; potential of client

appearance of, 115
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client (continued)

empowering, 129

fi t between coach and, 49

follow through by, 119–120

impression of coach, 68–69

letting go of, 119

putting fi rst, 71–74

shyness of, 87

support system and resources for, 

61–62, 139

coaching. See cognitive behavioural 

coaching

coaching culture

description of, 251

developing, 264–265

introducing to workplace, 251–258

The Coaching Psychologist (journal), 

208, 239

co-coaching in workplace, 264

co-coaching network, 69

code of conduct, 65

cognitions. See thoughts

cognitive behavioural coaching (CBC). 

See also coaching culture

benefi ts of, 1–2

description of, 1, 10, 47

evolution of, 10–12

philosophy of, 65–66

presenting to client, 46–48, 81–83

self-coaching, 136–139

style of, 75–77, 259–261

three-stage process of, 13

cognitive behavioural psychology, 1

cognitive behavioural therapy (CBT)

focus of, 10

founders of, 9

internal dialogue and, 11

training in, 11

collaboration with client

expectations and, 119

questioning methods and, 15

referral and, 58

communication. See also communication, 

assertive

across differences in workplace, 308–310

confl ict management, 310–311

as dance, 195–196

early patterns of, 190

emotion and, 308–312

inside-outside, 179

style of, 65, 87

withholding information, 285

in workplace, 291

communication, assertive

aggressiveness compared to, 188–189

I’m okay, you’re okay model, 185–187

principles of, 112

in relationships, 180–182

three-step model for, 187

transactional analysis and, 182–185

comparing self to other, 341–342

compassion, showing, 147

competencies

articulating, 236–237

coaching style, developing, 75–77

identifying, 235–236

impression of coach on client, 68–69

overview of, 63–64, 70

personal, 296

prejudice, working through, 66–67

putting client fi rst, 71–74

self-knowledge, 64–65

social, 297

competition versus teamwork, 327–328

concentration, increasing, 71

conditions of coaching programme, 

agreeing on, 53–57

confi dence, developing

about future, 130–131, 244, 246

beginning to trust, 348–349

being visible and seen, 349–350

checking for evidence, 146–148

constructive thinking, using, 155–159

example of, 93

limiting belief, exploring, 144–146

losing bad habits, 350–351

measuring scales of confi dence, 150–155

morning mindfulness imagery, 354–355

opinion of others and, 144

overview of, 143–144

picture library exercise, 352–353

putting life in perspective, 353
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relaxing mind to relax body, 353–354

self-motivation, 352

sickness, managing, 351

updating self-perception, 148–150

with visualisation or imagery exercises, 

347–348

visualising success, 350

confi dentiality

boundaries of, 50

recordkeeping and, 142

in workplace setting, 257–258

confl ict management, 310–311

conscious decision, moving from 

unconscious need to, 41–42

consequential emotion (C in ABCDE 

model), 25–28

constructive automatic thought (CAT)

developing, 108

about health behaviours, 231

to maintain emotional balance, 300

about public speaking, 286–287

turning NAT into, 193

constructive thinking

affi rmative thoughts, 157–158

negative thinking compared to, 207

overview of, 155

unhelpful versus helpful thoughts, 

155–157

consultancy, 48

contact, post-programme, 141–142

continuous interview, 234–237

control, feeling of

life, time, and, 218–219

at work, 243, 300

controller of mind, becoming, 145

convergence, 171

cortisol levels, 126, 228

cost-benefi t analysis

decision-making and, 204–206

uses and example of, 43

counselling, 48

“crackberry”, 223

criticism. See feedback

Csikszentmihalyi, Mihaly (psychologist), 75

cycle of self-criticism, breaking, 155–156

• D •
daily routine, changing, 227, 228–229

danger, reaction to, 293

Darwin, Charles (author), 90

decision review

applying, 201–202

differentiating between need and 

want, 201

example of, 199–200

decision-making

cost-benefi t analysis model for, 204–206

enjoying journey after, 211–212

factors infl uencing, 197–198

lateral perspectives, looking at, 206–207

PRACTICE model, 208–209

procrastination, overcoming, 210–211

role of values in, 202–204

setting goals and, 171

STEP model, 211

styles of, 198–199

delegation, 281–283

delivering feedback

challenging thoughts, 147

in coaching style, 255

tips for, 269–271

demands of life, 103–105

demotivated client

evaluating approach to, 125–127

relevance of goals of, 123–124

STEAM AHEAD model for, 175

working with, 122–123

desk, taking break away from, 228

DESTINY objectives-setting model, 95–96

development plan, personal, 275–277

diagram, visual

Big I little i model, 154

fi ve-step coaching process, 82–83

dialogue

internal, 11, 22

Socratic, 9–10, 15

difference

valuing, 322

in ways of thinking, 118–119, 259–262

diffi culty, as opportunity for discovery, 128
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DiSC method, 322

disputing belief (D in ABCDE model), 25–28

distorted thinking. See thinking errors

divergence, 171

diversity. See difference

doubt, overcoming, 149

downward-arrow model, 105–108

driver, evaluating, 41–42

Dryden, Windy (psychologist), 12

duration of programme, 129–130

• E •
Edgerton, Nick (psychologist), 12, 239, 359

ego needs, managing, 74

ego states, 182

Ellis, Albert

ABCDE model of, 16, 25–28

CBT and, 9, 11

emotion. See also emotional intelligence; 

emotional reasoning; feelings

anger management, 311–312

of coach, 64

communication and, 308–312

fact compared to, 339

healthy versus unhealthy, 300–301

language and, 330

logging, 295–296

performance and, 267

physical changes accompanying, 294

planning, 312, 352–353

positive, 76

recognising, 292

reviewing, 31

secondary, 296

thoughts as driving, 294–295

in workplace, 291

emotional hijacking, 292–293

emotional intelligence

amygdala and, 293

in business world, 297–300

development of, 37–40, 296–297

leadership and, 297

process of, 301

emotional reasoning

decision making and, 169

description of, 35

example of, 104

in workplace setting, 256

emotional viewpoint, 207

emotions gauge, 292, 293

employment. See work; work-life balance; 

workplace

empowering

client, 129

other, 281–283

staff, 265

encouragement, giving, 99

end, as transition point, 139–140

energy, maintaining through day, 226–228

enjoying

journey to goal, 212

routine task, 217

environment for team coaching, 316

Epicetus (philosopher), 9, 341

ethics, 64

“everyone”, thinking

challenging, 109–110

replacing, 354–355

evidence, checking for, 146–148, 338

evolution of CBC, 10–12

excellence, pursuit of, 19–20, 137

exchanging thought (E in ABCDE model), 

25–28

executive coaching, 45

exercise, and stress, 307

exercises. See home practice; imagery 

exercises

expectations

clarifying when working with team, 

319–320

of clients and sessions, 117

of duration of programme, 129–130

irrational, 225

of manager or coach, 72

in relationships, 189–193

reviewing, 28–33

as spoiling moment, 101–103

in team, 325–327
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exploration, as key theme, 163

exposure theory, 93

• F •
failure, fear of, and procrastination, 210

fallibility, accepting

approval and, 345–346

asking for help and, 343

challenge and, 343

client and, 143

as coach, 128

comparison with others and, 341–342

honesty and, 345

in management role, 286

need for belonging and, 346

overview of, 17–18

perfectionism and, 19–20, 344–345

personalisation and, 344

questions for, 189

self-acceptance, 18–19

uniqueness and, 342

family, brainstorming ideal, 165

faulty thinking. See thinking errors

fear

of change, 90–91, 138

of failure, 210

fortune-telling and, 335–336

of public speaking, 147–148

fee for coaching programme, 54

feedback

to bully, giving, 271

delivering, 147, 255, 269–271

effectiveness of, 269

growth and, 256, 270

overview of, 267–268

receiving, 271–273

responses to, 268

in team setting, 326

Feeling Good (Burns), 12

The Feeling Good Handbook (Burns), 43, 

276–277

feeling of control

of life and time, 218–219

at work, 243, 300

feelings. See also emotion

link from thought to, 156

thoughts, behaviours, and, 23–25, 39, 

336–337

fi ght or fl ight response, 304–305

fi ltering thoughts, inside-outside method 

for, 159

fi nal session

confi dence about future, encouraging in 

client, 130–131

end, as transition point, 139–140

identifying steps and strategies, 134–136

OVER TO YOU model, 131–133

self-coaching and, 136–139

fi nance, brainstorming ideal, 165

fi rst

putting client, 71–74

putting self, 229

fi t between coach and client, 49

fi ve-level reviewing beliefs model, 28–29

fi ve-step performance review model, 

275–277

fl exible thinking, 339–340

fl exible working, 223

fl ow, 75–76

focusing on positive

assumptions and, 338

catastrophising and, 337

emotion, dealing with, 339

fl exible thinking, 339–340

fortune-telling and, 335–336

journal for, 337

keeping things in perspective, 338–339

overgeneralisation and, 336

overview of, 335

in routine tasks, 217

strengths and achievements, 337–338

follow through by client, 119–120

forms

ABCDE working log, 357

beliefs-feelings log, 146

emotions log, 295–296

My Well-being, 230

Sample Coaching Agreement, 55



368 Cognitive Behavioural Coaching Techniques For Dummies 

forms (continued)

Strengths Chart, 235

values grid, 203

What Balance Means to Me, 220

fortune telling

challenging, 335–336

description of, 35

frequency of sessions, 53–54

friendship, brainstorming ideal, 166

fruit bowl metaphor, 247

frustration tolerance

high, 113

low, 36

future access, agreeing on, 141–142

• G •
Games People Play (Berne), 182

Gantt chart, using to plan events, 134

Gates, Bill (businessman), 170

generating options when making decision, 

206–209

goals. See also objectives

achievable, setting, 170–171

of client, identifying, 94–96

of coach, 65, 67

of demotivated client, reviewing, 123–124

journey to, enjoying, 212

potential of client and, 164

step-by-step strategy to achieving, 

173–174

of team, 328–332

transforming thoughts to achieve, 

113–114

Goleman, Daniel (author), 293

growth, and feedback, 256, 270

guided discovery, 81

guilt, dealing with, 218–219

• H •
habit, changing

with imagery, 350–351

for improved health, 228–229

for optimum energy, 227

habit trap, 91–93

habituation theory, 202

happiness

acting out, 249

as subjective, 342

health. See also health habits

brainstorming ideal, 166

managing with imagery, 351

Health Circles Ltd., 358

health habits

acting healthy and energised, 230–231

changing, 228–229

getting off sofa, 229–230

hurdle, overcoming, 231

putting self fi rst, 229

healthy emotion, 301

help, asking for, 127–128, 343

helps and hinders model, 135–136

Herrmann Brain Dominance Instrument, 

259–261, 276, 322

Herrmann International, 251, 358

high frustration tolerance, 113

holistic approach, 17, 135

home, brainstorming ideal, 166

home practice

ABCDE working log, 27–28

agreeing on, 55–56

as empowering client, 129

identifying tasks for, 85, 98–99

importance of, 119–120

purpose of, 13

replacing NAT with CAT, 108

thinking log, 25

visualisation, 178

homeostasis, 17

honesty and fallibility, 345

honeymoon phase, 117–118

human fallibility, accepting

approval and, 345–346

asking for help and, 343

challenge and, 343

client and, 143

as coach, 128

comparison with others and, 341–342

honesty and, 345

in management role, 286

need for belonging and, 346

overview of, 17–18

perfectionism and, 19–20, 344–345
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personalisation and, 344

questions for, 189

self-acceptance, 18–19

uniqueness and, 342

Human Function Curve, 302, 303

humour, sense of, 147

hurdle, overcoming, 174–176, 231

hyperventilation, 305

• I •
“I can’t”, thinking, 109

ideal life, brainstorming, 165–167

identifying

achievements, competencies, and skills, 

235–236, 321–323

benefi ts of CBC, 52

choices, 40–44

emotions, 292, 293

goals of client, 94–96

peak performance, 274, 303

purpose about work, 274

steps and strategies in fi nal session, 

134–136

symptoms of stress, 304–307

tasks for home practice, 85, 98–99

values, 30, 64

illogical thinking, 110

I’m okay, you’re okay model, 185–187

image, 61

imagery exercises

beginning to trust, 348–349

being visible and seen, 349–350

losing bad habits, 350–351

morning mindfulness, 354–355

picture library, 352–353

power of, 347

putting life in perspective, 353

relaxing mind to relax body, 353–354

self-motivation, 352

seven parallel lives, 265

sickness, managing, 351

starting, 348

visualising success, 176–178, 277, 350

immune system, and stress, 305

impression of coach on client, 68–69

inference-chaining, 191–192

inferences about power, 111–113

initial meeting with client

aims and scope, analysing, 51–52

benefi ts, identifying, 52

confi dentiality and, 50

measuring outcome, 53

purpose of, 49–50

terms and conditions, agreeing on, 53–57

inner coach, developing, 136–137

inside-outside communication, 179

inside-outside method for thought-

fi ltering, 159

internal dialogue, 11, 22

International Stress Management 

Association, 359

introvert, in team situation, 323–324

irrational expectations, 225

• J •
journaling

to acknowledge and record 

achievements, 151–153

to record what is valued and appreciated, 

337

journey

of continuous development, 264–265

to goal, enjoying, 212

• L •
labelling

dealing with, 340

description of, 35–36

language. See also body language

emotion and, 330

transforming approach to situations 

with, 115

lateral perspectives, looking at, 206–207

Lazarus, Arnold A. (psychologist)

BASIC ID model, 245

Big I little i model, 154

multimodal model, 77

Lazarus Institute, 359

leadership of team, 323–325

LEAP model, 172

learned belief, 28
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learned expectation, 29

learning and change process, 91–93

“left-brain” approach

Herrmann Brain Dominance Instrument 

and, 259–261

to identify steps and strategies, 134, 135

team leader and, 323

length of sessions, 53–54, 125

letting go

change and, 171–172

of client, 119

of limiting beliefs, 265

leveraging diverse strengths, 323

LIFE Act model, 215–216

life coaching, 45

life grid model, 248–249

lifestyle

adhering to, 164

stress and, 307

lightness, sense of, 147

limiting belief

challenging, 168

letting go of, 265

self-confi dence and, 144–146

limits as coach, knowing, 57–60

location for team coaching, 316

locus of control, 111–113

logging emotion, 295–296

low frustration tolerance

description of, 36

transforming, 113

luck, as attitude, 112

• M •
magnifi cation, 36

management role. See also team, working 

with

as asking, not telling, 258–263

as coach, 251

delegation and, 281–283

developing coaching culture, 264–265

fallibility and, 286

fl exible working and, 223

introducing coaching culture, 251–258

in team activities, 316, 323–325

traditional versus CBC, 252

transactional analysis within, 183

material goods, brainstorming ideal, 166

McMahon, Gladeana (psychologist), 

12, 358

measuring

to assess progress, 150

human performance, 268

outcome, 53, 140

meditation, 307

meetings model, 324

mentoring, 48, 69

merger, dealing with, 243–246

metaphor, working in

building rapport, 86

fruit bowl, redundancy and, 247

radio, controlling thoughts and, 156–157

mind

energising, 226

relaxing, to relax body, 353–354

mind map exercise, 88–89

mind reading

dealing with, 338

description of, 34

example of, 168

in workplace setting, 256–257

mind-body connection, 16–17

mindfulness, 354–355

minimisation, 36

Molecules of Emotion (Pert), 294

morning mindfulness imagery, 354–355

motivation. See also demotivated client

imagery exercise for, 352

performance and, 275–276, 277

of staff, 262–264

multimodal model, 77

“must”, thinking

all-or-nothing message and, 104

description of, 37

expectations in relationships and, 

190–191
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fl exibility of perspective and, 339–340

judgement and, 110

in workplace setting, 257

Myers-Briggs Type Indicator, 322

• N •
name-dropping, 74

NAT. See negative automatic thought

need

articulating, 188–189

for belonging, 346

ego, managing, 74

unconscious, moving to conscious 

decision from, 41–42

want compared to, 201

Neenan, Michael (psychologist), 12

negative automatic thought (NAT)

challenging, 101

chucking into dustbin, 156

constructive thinking compared to, 207

development of, 22

downward-arrow model and, 105–108

examples of, 101–103

about public speaking, 286–287

turning into CAT, 193

negotiating priorities, 280

network

co-coaching, 69

of support, 139

virtual, 62

neural pathway, 22

neuro-linguistic programming, 48

neuron, 21

neurotransmitter, 21

neutral, going

in communication, 313

in diffi cult situation, 137–138

“Never”, “nothing”, or “no-one”, thinking

challenging, 109

replacing, 336

The Nicomachean Ethics (Aristotle), 308

Nixon, Peter, Human Function Curve of, 

302, 303

“no”, saying, 280

non-judgemental attitude, working toward, 

66–67

notes retention, 141–142

• O •
objectives. See also goals

DESTINY model for setting, 95–96

personal, 84

for programme, 83

for session, 84

O’Brien, Dominic (World Memory 

Champion), 170

obsessive compulsive disorder, 58

Ogilvy, David (businessman), 170

opinion of others, and self-confi dence, 144

optimism, power of, 331–332

optimum energy, maintaining through day, 

226–228

options

generating when making decisions, 

206–209

identifying, 40–44

for responding to change, 244

organisation and time management, 

279–280

others

comparing self to 341–342

delegating to and empowering, 281–283

expectations of, 32

opinions of, 144

“ought to”, thinking

assertive communication and, 181–182

description of, 37

expectations in relationships and, 

190–191

fl exibility of perspective and, 339–340

judgement and, 110

in workplace setting, 257

outcome, measuring, 53, 140

OVER TO YOU model, 131–133

over-breathing, 305
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overgeneralisation

dealing with, 336

description of, 36

overwork, 222. See also work-life balance

• P •
Palmer, Stephen (psychologist), 12, 208, 

239, 359

parallel lives exercise, 168

past

dealing with infl uences from, 192–193

as foundation stone, 172

peak performance, identifying, 274, 303

peer pressure, 221

peer-group supervision, 69

PEP (problem-emotion-plan) model, 

281–283

perfectionism

anxiety and, 288

delegation and, 281

excellence compared to, 19–20

fallibility, accepting, 344–345

procrastination and, 210

self-coaching and, 137

setting goals and, 171

thoughts for dealing with, 189

performance. See also time management

accepting personal accountability for, 

273–274

CBC management and, 254–257

on everyday basis, 284–286

giving feedback on, 269–271

measuring, 268–269

motivation and, 275–276, 277

personal development plan, 275–277

public speaking, 286–288

stress and, 277, 302

performance coaching, 45

personal development plan, 275–277

personal responsibility

accepting for performance, 273–274

work-life balance and, 229

in workplace, 265

personalisation, 36–37, 344

perspective

expanding, 167–169

fl exibility of, 339–340

gaining, 37–40

gaining other, 127–128, 257

keeping things in, 338–339

losing, 40–41, 105

putting life in, 353

of time, 278–279

word usage and, 108–110

Pert, Candace (author), 294

pessimism, 332

philosophy

of coaching, 65–66

Stoic, 9

physical change accompanying emotion, 

294, 305

picture, drawing, 86

“picture library” exercise, 352–353

planning

emotion, 312, 352–353

event with Gantt chart, 134

personal development, 275–277

for working with team, 316–320

planning ahead model, 176

plasticity of brain, 23

positive, focusing on

assumptions and, 338

catastrophising and, 337

emotion, dealing with, 339

fl exible thinking, 339–340

fortune-telling and, 335–336

journal for, 337

keeping things in perspective, 338–339

overgeneralisation and, 336

overview of, 335

in routine tasks, 217

strengths and achievements, 337–338

positive psychology, 12

positive thinking, 48, 207

Positiveworks Ltd., 357

post-programme contact, 141–142

posture, 158–159

potential of client

brainstorming ideal life, 165–167

following examples of success, 169–170

goals and, 164

limiting perspective, going beyond, 

167–169

seeing and developing, 72–73, 163

power, inferences about, 111–113

PRACTICE model, 208–209

praise, and feedback, 269–270
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precognitive emotion, 293

prejudice, working through, 66–67

preparing

client for change, 46

for events in life and work, 131–133

for problems when working with team, 

317–318

for public speaking, 286–288

for redundancy, 246–247

for session, 60–61, 76–77

priorities, negotiating, 280

privileged information, managing, 257–258

proactive way, responding in, 244

problem

lack of follow through, 119–120

things don’t turn out as expected, 

117–119

unpredictable event, 120–122

problem-emotion-plan (PEP) model, 

281–283

problem-solving methodology, 96–98

procrastination

causes of, 262

overcoming, 210–211, 263

profi ling methods, 321–322

PROVOKE model, 147–148

psychiatry, 48

psychoanalysis, 48

psycho-education

description of, 13

ego needs and, 74

follow through by client and, 119–120

psychology

positive, development of, 12

practice of, 11

psychotherapy, 48

public speaking

fear of, 147–148

preparing for, 286–288

purpose, clarity of, checking, 319–320

putting

client fi rst, 71–74

self fi rst, 229

• Q •
questioning methods, 15–16

• R •
radio metaphor, 156–157

rapport, building, 86–87

rational thoughts, 155–156

reactive way, responding in, 244

receiving feedback, 271–273

records retention, 141–142

redundancy, preparing for, 246–247

referral, making, 58–59, 119

refl ection, spending time on

to adjust strategies, 212

to adjust to change, 173

when things go wrong, 128

refreshing mind and body with break, 

226–227, 228

rehearsing new behaviour, 196

relationships

assertive communication in, 180–182

being best self in, 193–196

brainstorming ideal, 166

communication within, 179–180

expectations and, 189–193

Herrmann Brain Dominance Instrument 

and, 259–261

overview of, 179

redressing, 114–115

technology and, 224, 225

turning NATs into CATs, 193

in workplace, 284–286

relaxing mind to relax body, imagery 

exercise for, 353–354

repeating affi rmative thoughts, 158

replacement thought, constructive, 155–

156. See also constructive automatic 

thought

resilience, developing, 176

resources

books, 359–360

for clients, 61–62, 139

websites, 357–359

respect in workplace, 308–309

restructure, dealing with, 243–246

retention rates, and work-life balance, 

221–222

retirement, planning for, 247–249
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reviewing

coaching programme, 140–141

decision-making process, 199–202

at end of session, 85

goals of demotivated client, 123–124

performance, 275–277

thoughts and expectations, 28–33

reward system, agreeing on, 55–56, 116

“right-brain” approach

Herrmann Brain Dominance Instrument 

and, 259–261

to identify steps and strategies, 134, 135

team leader and, 323

role of coach

explaining to client, 82

role model, 76

self-knowledge and, 63

in team coaching, 319

role-playing

assertive communication, 182

communication in workplace, 310

in fi nal session, 131

to integrate skills, 87

to rehearse new behaviour, 196

saying “no”, 280

transactional analysis, 185

routine, changing daily, 227, 228–229

routine task, enjoying, 217

Rowling, J.K. (author), 170

• S •
Sample Coaching Agreement, 55

scaling mechanism to measure confi dence, 

150

scope of coaching programme, 51

secondary emotion, 296

selective abstraction, 37

self, expectations of, 32

self-acceptance, developing, 18–19, 

153–155

self-coaching

continuous journey of adjustment, 

138–139

internal coach of client, 136–138

self-confi dence, developing

beginning to trust, 348–349

being visible and seen, 349–350

checking for evidence, 146–148

constructive thinking, using, 155–159

example of, 93

about future, 130–131, 244, 246

limiting belief, exploring, 144–146

losing bad habits, 350–351

measuring scales of confi dence, 150–155

morning mindfulness imagery, 354–355

opinion of others and, 144

overview of, 143–144

picture library exercise, 352–353

putting life in perspective, 353

relaxing mind to relax body, 353–354

self-motivation, 352

sickness, managing, 351

updating self-perception, 148–150

with visualisation or imagery exercises, 

347–348

visualising success, 350

self-development, 129

self-directed process, 119–120

self-discipline, 76

self-fulfi lling prophecy, 72

self-knowledge, 63, 64–65

self-motivation, imagery exercise for, 352

self-perception, updating, 148–150

self-trust, 75

Seligman, Martin (psychologist), 12, 331

sensitivity, practising, 147

session. See also fi nal session; initial 

meeting with client

building rapport, 86–87

entering process of change, 90–93

exploration as key theme of, 163

focus of, determining, 89–90

preparing for, 60–61, 76–77

six-step process of, 83–86

staff-coaching, making time for, 257

starting point for, 88–89

for supervision, 59

support system and resources for client 

between, 61–62

venue, preparing for, 61
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“should”, thinking

assertive communication and, 181–182

description of, 37

expectations in relationships and, 

190–191

fl exibility of perspective and, 339–340

judgement and, 110

in workplace setting, 257

shyness of client, 87

sickness, managing with imagery, 351

signpost to future goal, 134

situation

approach to, 115–116

expectations of, 33

managing with ABCDEF model, 194–195

routine, enjoying, 217

skills. See also competencies

articulating, 236–237

identifying, 235–236

transferrable, 153, 172

sleep pattern, 227

social mobility, 164

Socratic dialogue, 9–10, 15

solution

focus on, 12–13

moving from problem to, 96–98

win-win, and assertive communication, 

180

SPACE model, 239–240

starting point, 88–89

STEAM AHEAD model, 175

STEP model of decision-making, 211

Stoic philosophy, 9

strengths

articulating, 236–237

focusing on, 337–338

identifying, 235–236, 321–323

leveraging diverse, 323

refl ecting on, 153

stress. See also work-life balance

cortisol levels and, 126, 228

habits around technology and, 224

identifying symptoms of, 304–307

managing with 3As model, 304

mind-body connection in, 16–17

performance and, 277

strategies to manage, 307–308

in workplace, 301–304

style

of coaching, 75–77, 259–261

of communication, 65, 87

of decision-making, 198–199

identifying, 321–323

of management, 255

of thinking, 207

success

following examples of, 169–170

self-confi dence and, 144, 149

step-by-step strategy to achieving, 

173–174

as subjective, 342

visualising, 176–178, 277, 350

success viewpoint, 207

supervision

arranging for, 62, 69–70

benefi ts of, 69–70, 127

supervision session, 59

support system

for client, 61–62, 139

for coach, 69–70, 127–128

supportive thought, 155–156

synapse, 21

• T •
TCP model, 237

team charter, 331

team, working with

aligning action for common goals, 

328–332

clarity of purpose, checking, 319–320

coaching role, 319

expectations and accountability, 

appreciating, 325–327

manager or leader role, 323–325

overview of, 315–316

planning for, 316–320

power of optimism, 331–332
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team, working with (continued)

problems, preparing for, 317–318

styles and strengths, identifying, 321–323

teamwork, encouraging, 327–328

technology, taking control of, 224–226

terms of coaching programme, agreeing 

on, 53–57

therapy, CBC compared to, 48

thinking errors. See also “must”, thinking; 

“ought to”, thinking; “should”, thinking

all or nothing thinking, 34, 104, 105, 168, 

338–339

arbitrary inference, 34

blaming, 35, 114

catastrophising, 35, 38, 168, 337

emotional reasoning, 35, 104, 169, 256

fortune telling, 35, 335–336

labelling, 35–36, 340

low frustration tolerance, 36, 113

magnifi cation, 36

mind reading, 34, 168, 256–257, 338

minimisation, 36

overgeneralisation, 36, 336

overview of, 33–34

personalisation, 36–37, 344

selective abstraction, 37

unhealthy emotion and, 300–301

thinking log, 25

thinking style, 207

thoughts. See also thinking errors

brain processes and, 21–23

of coach, 67

as driving emotion, 294–295

feelings, behaviours, and, 23–25, 39, 

336–337

fl exible, 339–340

as habits, 93

“I can’t”, 109

illogical, 110

limiting, breaking through, 94–95

link from feelings to, 156

mind-body connection, 16–17

overview of, 13–14

performance and, 276–277

positive, 48, 207

questioning methods, 15–16

rational, 155–156

repeating affi rmative, 158

reviewing, 28–33

stopping and refl ecting on, 14

transformming to achieve goals, 113–114

3As model

for stress management, 304

for work-life balance, 216–217

three basic demands framework, 190–191

360-degree feedback assessment, 53

time

feeling in control of, 218–219

for skills training and development, 

creating, 264–265

for staff-coaching sessions, making, 257

time management

delegating to and empowering others, 

281–283

organisation and, 279–280

overview of, 277

personal perspectives of time, 278–279

time out, taking before bedtime, 228

timed approach to outlining tasks and 

actions, 134, 135

time-limited approach, 129

timing of session, 125

tolerance, level of, 113–114

training, benefi ts of, 59

transactional analysis, 182–185

transforming thoughts to achieve goals, 

113–114

transition. See career transition

travel, brainstorming ideal, 166

trust

CBC management and, 253–254, 265

imagery exercise for, 348–349

in self, 75

• U •
ultradian rhythm, 228

unconscious need, moving to conscious 

decision from, 41–42

unhealthy emotion, 300–301

uniqueness of human being, 342

updating self-perception, 148–150
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• V •
values

decision-making and, 202–204

goals and, 175

identifying, 30, 64

venue for coaching programme

agreeing on, 54

preparing, 61

venue for session, 125

viewpoint

taking other to generate options, 207

updating, 42–43

virtual network, 62

visibility, imagery exercise for, 349–350

visual diagram

Big I little i model, 154

fi ve-step coaching process, 82–83

visual image, 86

visual record

journal as, 153

working with team and, 320

visualisation

beginning to trust, 348–349

being visible and seen, 349–350

in fi nal session, 131

losing bad habits, 350–351

morning mindfulness imagery, 354–355

in OVER TO YOU model, 132

picture library, 352–353

power of, 347

putting life in perspective, 353

relaxing mind to relax body, 353–354

self-motivation, 352

sickness, managing, 351

starting, 348

success and, 176–178, 277, 350

• W •
want, need compared to, 201

websites

author, 357

resources, 358–359

Whole Brain model, 259–261

win-win solution, and assertive 

communication, 180

word choice, 330

words denoting negativity, 108–110

work. See also career transition; 

management role; performance; work-

life balance; workplace

brainstorming ideal, 166

choice of, evaluating, 241–242

feeling of control at, 243

purpose about, identifying, 274

stress at, 301–304

transactional analysis at, 183

work-life balance

achieving, 223

in Blackberry age, 223–226

description of, 213, 221

enjoying routine task, 217

feeling in control and, 218–219

LIFE Act model, 215–216

motivation, retention, and, 221–222

organisations and, 219, 221–223

problems related to, 214–215

setting boundaries, 222–223

3As model, 216–217

What Balance Means to Me, 220

workplace. See also team, working with

body language in, 234

communication and emotion in, 291, 

308–312

introducing coaching culture into, 

251–258

relationships in, 284–286

stress in, 301–304

• Y •
“yes but” habit, 96, 108–109

•Z •
0-10 pressure gauge, 298
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