
 

 

 

Coaching Session Agenda 

 

1. Welcome-How are you feeling? (2 min.) 

 

 

2. Set the Purpose for Coaching (1 min.) 

a) Introduce the agenda/coaching cycle 

b) Review the Six Steps to Effective Feedback Cycle 

c) Provide justification for each step 

 

3. Begin the Coaching Conversation (20 min.) 

a) Follow the Six Steps Guidelines-use your notes (which are prepared ahead of time) 

b) Be ready to add in notes that are discussed during the meeting 

c) Remember to first use questions to pull as much from the resident as possible 

 

4. Reflection (2 min.) 

a) What did you enjoy about the process? What could make the process even more effective? 

Commented [IA1]: Receiving feedback puts us at a place 
of vulnerability. Our affective filters go up and we often feel 
judged-even when best intentions are in play. We always 
want to intentionally create a safe space each time we come 
together so that meaningful coaching can occur. By starting 
with a quick check in to see how your resident is feeling, you 
will be validating where they are emotionally and mentally 
and can gain a sense of how to approach the conversation. 
Meaningful feedback cannot occur if our resident is not in a 
space to receive it. Even if your resident is having a hard 
day, by acknowledging that and moving right into the 
purpose for the coaching session, you can hopefully blend 
the two steps and set a positive tone for the session! 
 
**Suggested documents: “How are you feeling” emoticons-
have resident choose which facial expression represents 
how they are feeling 

Commented [IA2]: Connecting to understanding how 
your resident is feeling coming into the coaching 
conversation, setting a positive tone and purpose for the 
session will help build a collaborative environment for the 
coaching to occur. Transparency is also a great way to build 
trust so that by sharing the agenda and reviewing the six 
steps each time, your resident can begin to understand the 
rationale behind the way we are giving feedback. (Making 
the Tacit Explicit) This also gives them a quick snap shot of 
what is expected each session, potentially minimizing the 
unknown.  

Commented [IA3]: Being prepared for this bulk of the 
coaching conversation is crucial because it can help to build 
trust, so that your resident knows that you are taking this 
seriously, and credibility, so that your resident sees you are 
thinking deeply and critically about coaching. Always 
prepare your notes/questions/documents ahead of time 
and have them out ready as evidence to show that you are 
serious about their growth. This will also help to maximize 
your time together so you can be laser focused and get into 
the meat of pushing practice. Use the template as a guide 
(with your prepared notes) and also add in 
comments/insights from the resident so that when you send 
it to them, they feel like it was a collaborative process and 
they were heard! 

Commented [IA4]: In true PUC fashion, we always want 
to reflect and see how the process is working. Take a few 
minutes to share your own personal reflection (Making the 
Tacit Explicit) and to elicit a reflection from your resident to 
see if there are ways you may want to modify or tweak the 
process to fit your needs.  



 

SIX STEPS FOR EFFECTIVE FEEDBACK: 
Leading Post-Observation Face-to-Face Meetings 

Leader Should Bring: 
• Observation Tracker & One-Pager-Six Steps for Effective Feedback 
• Pre-planned script for the meeting (questions, class evidence, etc.) 

Teacher Should Bring: 
• Laptop, school calendar, curriculum/ 

lesson plans, materials, data/student work 

1 
Praise 

Praise—Narrative the positive: 
What to say: 

We set a goal last week of ______ and I noticed this week how you [met goal] by [state 
concrete positive actions teacher took.].  What made you successful?  How did it feel? 

2 
Probe 

Probe—Start with a targeted question: 
What to say: 

What is the purpose of _______ [certain area of instruction]? 
What was your objective/goal for ________ [the activity, the lesson]? 

3 
ID Problem 

&  
Action Step 

Bite-sized action step (do in a week) & highest lever; add scaffolding as needed: 
What to say: 

Level 1 (Teacher-driven)—Teacher self-identifies the problem:   
Yes. What, then, would be the best action step to address that problem? 
 

Level 2 (More support)—Ask scaffolded questions: 
How did your lesson try to meet this goal/objective? 
 

Level 3 (More leader guidance)—Present classroom data: 
Do you remember what happened in class when ___? [Teacher then IDs what 
happened]  What did that do to the class/learning? 
[Show a video of the moment in class that is the issue].  What happened in this 
moment? [or the appropriate question to accompany the video] 
 

Level 4 (Leader-driven; only when other levels fail)—State the problem directly: 
[State what you observed and what action step will be needed to solve the problem.] 
[If you modeled in class] When I intervened, what did I do?  
[Show video of effective practice] What do you notice? How is this different than what 
you do in class?  

4 
Practice 

Practice—Role play/simulate how to improve current or future lessons: 
What to say: 

Level 1: Let’s practice together.  Do you want me to be the teacher or the student? 
Levels 2-4: Let’s try that. [Jump into role play.] 
Let’s re-play your lesson and try to apply this. 
I’m your student.  I say/do ____. How do you respond? 
[Level 4: Model for the teacher, and then have them practice it.]  

5 
Plan Ahead 

Plan Ahead—Design/revise upcoming lesson plans to implement this action: 
What to Say: 

Where would be a good place to implement this in your upcoming lessons? 
Let’s write out the steps into your [lesson plan, worksheet/activity, signage, etc.] 

6 
Set 

Timeline 
for 

Follow-up 

Set Timeline for Follow-up: 
What to Say: 

When would be best to observe your implementation of this? 
Levels 3-4: I’ll come in tomorrow and look for this technique. 

What to Do—Set Timeline for: 
• Completed Materials: when teacher will complete revised lesson plan/materials 
• Leader Observation: when you’ll observe the teacher 
• (When valuable) Teacher Observes Master Teacher: when they’ll observe 

master teacher implementing the action step 
• (When valuable) Video: when you’ll tape teacher to debrief in upcoming meeting 



Adapted from Bambrick-Santoyo, Paul (2012). Leverage Leadership.  
 

 

Five Steps to Effective Feedback 

Step #: Link to TDS 
Indicator: 

Feedback/Notes: 

1-Precise Praise:  
Narrate the 
positive 
 
 
 
 

  

2-Probe: 
State targeted 
open-ended 
question about the 
core issue 
 
 

  

3-ID problem & 
action step: 
Identify the 
problem; state 
concrete action 
step that will 
address the issue 
 

  
 
 
 
 
 

4. Practice: Role-
play/simulate how 
teacher could 
improve current 
class 
 
 

  
 
 
 
 
 

5. Plan ahead: 
Design/review 
upcoming lesson 
components to 
implement action 
and set timeline 
 

  
 
 
 
 
 

 





 
 
 
Intervening in the Classroom—Modeling & Teaching in Real-Time 

 

Intervening 

When Applicable: 
 
[Whisper advice to the teacher when students are working independently.] 
Ms. B, can I ask a question to the class? 
[Give a pre-established signal to the teacher: e.g., red card means too much teacher talk, 
green card means affirm a student, etc.] 
 

 


