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Pillar 4 Week 1 

Skills Lab Outline 
 

CREATE YOUR COACHING CALENDAR 
 

INSTRUCTIONS 
In groups of 2. 
 
COACH: Tell me, _____, what’s going well for you? 
 
CLIENT: [responds] 
 
COACH: Great! This week we’re going to make space and time in your calendar for 
your coaching business using the concept of “batch scheduling”. 
 
We’ll begin by clearing any calendar clutter….we always have to clear out the old so 
we can make room for the new. 
 
Are there activities or obligations you currently have that are draining you or that 
you don’t like that you can release? 
 
CLIENT: [responds] 
 

Coach’s Note: If no, move on to the next question. If yes, help your client 
discover what he needs to make it inevitable that he will release these 
obligations. 

 
COACH: Thank you for that. Now that you’ve cleared space, there are four things we 
want to make sure we schedule into each week to build your health coaching career. 
We want batched time for: 

1. Closing The Deal conversations 
2. Coaching clients 
3. Marketing  
4. Study/On-going Education 

 
Also, our goal is to create a repeatable weekly calendar so you know what you’re 
focusing on each day and each week, instead of feeling harried and frazzled and like 
you’re always starting from scratch. 
 

Coach’s Note: Coach your client into finding times that they can commit to for 
each of these tasks. Be flexible and remember that your schedule and your 
work pace is likely different than your clients. You’re trying to help her find 
what works for her, not what works for you.  

 
For example, if your client only has 4 hours per week available for health 
coaching, then coach her into scheduling one hour per task. Use the “Sample 
Health Coach Calendars” from Pillar 4, Week 1, Video #1 for examples of how a 
weekly calendar might look.  
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Once you and your client have a weekly calendar created, then ask…. 
 
COACH: What date can this calendar structure begin? (Hint: you want to coach your 
client to begin this calendar as soon as possible.) 
 
CLIENT: [responds] 
 
COACH: When in the next 24 hours can you enter this schedule into whichever 
calendar system you use (Google Calendar, Outlook, etc)? 
 
CLIENT: [responds] 
 
COACH: Is there anything that would stop you, slow you down, or keep you from 
entering this coaching schedule into your calendar? 
 
CLIENT: [responds] 
 

Coach’s Note: If necessary, ask your client what support he’ll need to make 
sure this schedule is in his calendar in the next 24 hours. 

 
COACH: What ahas, appreciations or insights do you have from this session? 
 
CLIENT: [responds] 
 
AFTER SKILLS LAB 
Post on the Facebook page:   

• As the coach, what was the easiest part of delivering this session? What was 
the most challenging part? 

• As the client, how does it feel to have your coaching schedule set and in 
writing? 

 
FOR CERTIFICATION 
Complete the proof in the “Skills Lab” section on your member’s page (where you 
found this handout). The member’s site is tracking your progress. Completing the 
proof is the only thing you need to do for certification credits. You must complete 
50% of the Skills labs for certification. 
 
 


