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. Coaching, very much like
the broader area of career
management has become an
indispensable tool to ensure
the optimism use of human
capital. | am delighted that
STADA Coaching Community
has taken the very-timely
initiative to make available
this coaching booklet. An
essential read for coaches &
coachees wanna-bees.?

Paul Heng, Singapore

k | appreciate your
willingness to be inclusive
and to provide a source of

collaboration for coaching
in Singapore. | applaud
your efforts to

advance the

discipline of coaching to
enhance the life & work of
people and organization in
your country.

Mike Jay, USA

k Most of us think about the
past, talk about the present,
and not much about the future.
Yet the future is where the pay
off lies. So, to provide a better
return from your investment in

people, send fewer of
them on courses, and put
you efforts into coaching to
develop them — at work —
for tomorrow. | wish
STADA Coaching
Community well. 7

lan Fleming, UK

COACHING AS A WAY OF LIFE TO ENHANCE OUR WORLD!
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FOREWORD

It gives me great pleasure to introduce to you our very own booklet on coaching
as a profession.

Just as “trainers” were narrowly defined as “someone who trains either dogs or
horses” some scores of years ago, so too is our general acceptance of “coaches”
as predominantly “someone who yells a lot at the players in the sports arena”!
Similarly, just as the significance of the roles trainers play have evolved in the
human capital development industry, so too will that of coaches especially in its
quests to bridge individual potential and personal mastery.

Aptly titled, “Scaling New Heights Through Coaching”, this booklet aims to herald
coaching as a skill to be reckoned with in the human capital development industry
as the business landscape around us evolves at a seemingly accelerating pace.
Therefore, the services of professional coaches will be a welcomed booster to
enable individuals to reach their goals continuously.

| congratulate the Secretariat in promoting the establishment of Communities of
Practices as a key strategy to enable like-minded talents in our membership to
harness and channel their energies to enhance one another’s professionalism.
I hope this booklet is one of but many gems that will germinate from all Communities
of Practices and thus contribute to the professionalism of the human capital
development industry.

To the STADA Coaching Community, in particular Luck Ser, See Luan, Teow Chong
and Ching Keaw, | say, “well done!”

Lee Kok Wali
President
Singapore Training And Development Association
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1. WHY THIS BOOKLET?

The role and practice of coaching have been proven indispensable in getting the
best performance out of both individuals and teams in sports. It helped to develop
and sharpen skills and techniques, to plan tactics ahead of the game and to stay at
the top in a very competitive world.

The business environment is rapidly changing and is increasingly more competitive.
Interest in coaching to enhance performance is growing in the business and personal
worlds.

This booklet is written for anyone who is new to coaching and wishes to have an
overview of coaching. Its aim is to provide the reader with some basics on the
following:

e What coaching is all about?
e What coaching can do for you?
e How can you go about it if you are interested in coaching?

It is written by three STADA members who are Singaporean coaches and are passionate
to promote coaching in Asia Pacific.

We hope you would find this booklet useful in developing yourself and others
in society.

Enjoy reading it

Hm...

LIM LUCK SER Graphics by: 1
FOO SEE LUAN KOO CHING KEAW CoaCh I ng gOOd
YEO TEOW CHONG

STADA COACHING COMMUNITY / 22 April 2002



| SCALING NEW HEIGHTS THROUGH |

COACHING

?
2. WHAT IS COACHING? @

Coaching is an art as well as a
science. It is about creating a
collaborative environment
through a disciplined
conversation focused

on helping individuals

(or teams) to move
towards desired goals in
a fulfilling manner. It seeks to
develop others fully.

Wa! Coaching
Conversationln
Progress...

PURPOSE: * Striving for higher personal, team or organizational goals
* Fulfillment by accomplishing goals and sustaining the
outcome.

RELATIONSHIP: * Always focus on the persons being coached,
referred to as “coachees” in this booklet.
* Commitment to integrity and confidentiality.

Coaching differs from therapy, counseling, consulting and training — see section 5 for
more information about the differences.

TYPES OF COACHING
As Coaching closes the gap between current and potential performance , it is useful
in many areas, depending on the goals of the “coachees”, sometimes also referred

to as “clients” by professional coaches.

Coaching Areas in the business world include:

Customers / Suppliers Interactions
Career Management
Individual and Team Development and Performance

e Leadership and Management « Discovering who you are, your

e Strategy and Planning purpose and vision

e Business Performance e Setting personal and work goals and
e Cultural Change developing action plans to attain

< Diversity and Inclusion them

e Organizational Development *  Work-life balance; time management

All professional coaches generally will have diagnostic and assessment tools in each
of these areas.

STADA COACHING COMMUNITY / 22 April 2002 3
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3. WHAT COACHING CAN DO FOR YOU

Coach s ...

_ A Catalyst
A Mirror

An “Encourager”

The pressure to perform at optimum levels in business today has never been greater.
The private, as well as the public sector are asking for greater productivity and
performance results. What's really driving the boom in coaching, says John Kotter,
professor of leadership at the Harvard Business School, is this: ""As we move from 30
miles an hour to 70 to 120 to 180...as we go from driving straight down the road to
making right turns and left turns to abandoning cars and getting on motorcycles...the
whole game changes, and a lot of people are trying to keep up, learn how, not fall
off."”

Coaching and learning go hand-in-hand. Coaching facilitates learning. Recent research
(Xerox Corporation, Joyce, Lambert and others) suggests that without effective coaching,
less than 2 per cent of what is learned is actively transferred to the workplace. Research
reveals that people have natural biological limitations. Human beings have their own
mind-set, a default setting in their thinking. As there is no universal standard,
communication between people has its constraints. Effectiveness and efficiency require
both context as well as content, which can be unclear for an individual to do alone.
Furthermore, once a strong emotion is triggered within a person, it prevents one to
think constructively.

4 STADA COACHING COMMUNITY / 22 April 2002
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The coach aims to increase the levels of awareness, purpose, competence, and well-
being of the coachee and to achieve it faster than the coachee could on his/her own.
Speed is so critical in the corporate world today for high-performing executives.

The improvement in the way people are developed will ultimately lead to increased
levels of contribution, vitality, passion, and the willingness to go the “extra mile” for
customers, staff and shareholders.

An article in the FORTUNE magazine of February 19, 2001 showed a customers survey
on their return from investment in a Manchester's coaching programs: ‘The respondents
were executives from large (mostly FORTUNE 1,000) companies who had participated
in either "change oriented" coaching, aimed at improving certain behaviors or skills,
or ""'growth oriented" coaching, designed to sharpen overall job performance.

The programs lasted from six months to a year.

About 60% of the executives were ages 40 to 49--a prime age bracket for career
retooling. Half held positions of vice president or higher, and a third earned US$200,000
or more per year. Asked for a conservative estimate of the monetary payoff from the
coaching they got, these managers described an average return of more than US$100,000
or about six times what the coaching had cost their companies. Almost three in ten
(28%) claimed they had learned enough to boost quantifiable job performance--whether
in sales, productivity, or profits--by $500,000 to $1 million since they took the coaching.
They also reported better relationships with direct reports (77%), bosses (71%), peers
(63%), and clients (37%), and cited a marked increase in job satisfaction (61%) and
"organizational commitment" (44%), meaning they are less likely to quit than they were
before.’

STADA COACHING COMMUNITY / 22 April 2002 5
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Coaching results in a win-win-win-win outcome - the organization, the individual
(or team) and the coach all win. Benefits include:

* Having a network of
relationship.

For the ORGANIZATION For the INDIVIDUAL

* Have someone who
can be trusted.

For the TEAM

* Have someone who
can be trusted.

For the COACH

* Developing close
relationships.

uragi ing.
* Encouraging learnin

* |earn at your own pace
on a one-to-one basis.

*learn at own pace

on a one-to-team basis
plus team learning and

sharing.

* personal way of
helping.

* Improving people and
their productivity.

* continuous learning
and developing.

* continuous learning
and developing of
the team.

* discover new learning
from the coachees as
well as new ways of
helping people.

* improving bottom-line
performance as
individuals / teams
accomplish their goals
which are in alignment
with the organizational
goals.

* fulfilling your goals
continuously!

*fulfilling team’s goals
continuously!

* satisfaction in seeing
coachees achieve his
or her potential.

STADA COACHING COMMUNITY / 22 April 2002
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4. HOW IS COACHING DONE?

There are different schools with different methods on “how to”. And as demand for
coaching grows, so too does the demand for coaching specialities. As this booklet
is aimed at an introductory level, specialised methods for the different areas of coaching
specialities have not been covered.

For general coaching, the following serves as some useful tips.

The G.R.O.W. method is one simple common process used for change management:

G =GOAL — what is your goal which you would like the coach to
help you with?

R = REALITY - what is the current reality?

O = OPTIONS - what are the options to bring you forward from where

you are now to where you want to be?
W = WAY FORWARD - what is the chosen option? What are the actions to
move you forward?

Coaching honors the coachee(s) as the expert in his/her personal and/or professional
life and believes that every one is creative, resourceful, and whole. Standing on this
foundation, the focus of the coach is about creating an environment through a
disciplined conversation.

STADA COACHING COMMUNITY / 22 April 2002 7
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“LQ” are two key conversational competencies which are critical:

e The art of Listening
- listening to what is said, what is not said,
- listen at least twice more than speaking (remember the 2:1
ratio in human beings; 2 ears but 1 mouth only!)

e The art of Questioning
- itis often important to know the question that needs to be
answered
- asking the right questions at the right time in the right way
is key to coaching!

In the course of the coaching conversation, awareness, choice and trust (A.C.T.) are
all present, though one may be emphasized over the others.

Throughout the collaborative journey, the coach helps by “planting the appropriate
SEED”:
e Supporting the coachee in his/her present situation,
accepting/affirming him/her, controlling own emotions.
« Exciting, “awakening” and releasing his/her aspirations,
« Enabling the coachee throughout the process, towards self-
correcting and self-generating.
« Developing the coachee during the coaching conversation
(as well as post-conversation and before the next coaching
session) to accomplish the goals set.

Shifting the coachee is the key outcome - from discovering oneself, to exploration
and examining, to making progress towards achieving his/her coaching goal, or in
short, a DEEP impact.

One common insight from the major schools of coaching is the need for us to dig
deeper within ourselves if we wish to strengthen ourselves to meet the tough challenges
in our demanding world. This moves the learning from incremental improvement to
re-framing the actions/strategies to the transformational changes.

The key to learning is to practise, practise and practise.

COACHING AS A WAY OF LIFE TO ENHANCE OUR WORLD!
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5. HOW COACHING HAS DEVELOPED

Many professions have developed in the field of helping people. The following are
two elements to distinguish the different professions:

TYPES OF ISSUES to‘,?s“t'gﬁ
If a person has a dysfunction, he or she should seek a

therapist or counselor; and not a coach. The coach’s Slow to speak
focus is in improving performance.

STYLE OF HELPING

The two extreme ends are directive and enabling; and in general,
different professions have a tendency towards a certain style.
Following is a very generalized illustration:

constantly
a

DIRECTIVE ENABLIN
D T I T e e T T T >
Instructor Teacher Consultant Trainer Advisor Facilitator Mentor Coach

Mentoring has been around for a long time. It has some similarities with Coaching in
terms of developing the individuals or teams. One key difference is that mentors are
recognized as experts in specific subject areas and generally are passing on their
expertise to the mentees. However, coaches also have expertise in specific subject
areas.

Coaching focuses on the coachees through a collaborative relationship and the coach
generally enables the coachee to develop based on his/her own possibilities. The
coach uses the best of the directive-enabling approaches, depending on the need of
the coachees.

Relative to other disciplines, the coaching profession is in its infancy. As such, coaching
competencies, tools and techniques are being established to ensure consistent high
standards and integrity of practitioners.

Coaching will evolve as an important profession in the future, as human capital
development is already recognized as a strategic imperative in the business world.

STADA COACHING COMMUNITY / 22 April 2002 9
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6. HOW TO HAVE SUCCESSFUL COACHING

Coaching is about disciplined conversation. For it to be successful, it is essential for
both coachee and coach to have the following TAT-R pre-requisites:

e TIME AVAILABLE - on a regular basis.

* ACTIONS — to prepare for the coaching session by following up on agreed
actions and by planning the goals for the coaching session

e TRUST — having trust, confidence and chemistry and a good
relationship.
e RESULTS — accomplishing the desired goals as coaching is focused on

helping individuals or teams to move towards desired goals,
in a fulfilling manner. This is often best measured by the
coachee(s) on their progress, growth, and accelerated
development.

@Q\N‘- AIN'E | Beautifu/
Po

“To find the best in others, to laugh often and much; to appreciate beauty, to win the
respect of intelligent people and the affection of children; to earn the appreciation of
honest critics and endure the betrayal of false friends; to leave the world a bit better,
whether by a healthy child, a garden patch or a reclaimed social condition; to know
even one life has breathed easier because you have lived. This is to have succeeded.*
Ralph Waldo Emerson.

10 STADA COACHING COMMUNITY / 22 April 2002
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7. HOW TO GET A COACH

Looking for a coach is not an activity or Be My
process to be rushed. It requires h7
careful thinking, thorough planning and Coac :

proper reference checks. Do not short
circuit the process. You want to have a
coach you feel will be compatible and
able to help you grow in a constructive,
stimulating way.

Be clear in your mind and heart about
what you want a coach for. Is he/she
to help you or your team to

- set goals/objectives,

- improve your job performance,

- enhance your career prospects,

- manage your career/life transition,
- develop your leadership talent,

- enrich your quality of life,

- reduce stress level,

- have an appropriate work/life balance,
- acquire specific competencies,

- enhance personal effectiveness,

- achieve other goals?

Look for someone with appropriate coaching credentials (e.g. certified coach), experience
relevant to your needs and a coaching style (e.g. concise, direct, thought-provoking)
which you find comfortable. You may wish to speak to 2 or 3 potential coaches before
making the decision.

Do discuss with the potential coach the proposed areas for coaching, and the coaching
relationship which will cover topics like objectives, methodology, fees, coaching
duration, confidentiality issues, ethics and standards, and coaching references.

Being open in the initial discussion will help to prevent future misunderstanding.

Finally, it requires commitment of time, effort, and patience as effective transformation
requires time.

All the best wishes in your search!

STADA COACHING COMMUNITY / 22 April 2002 11
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8. HOW MANAGERS /SUPERVISORS CAN ACQUIRE COACHING
SKILLS

learning coaching “kung-fu”

Research has shown that an employee’s resignation tends to be a function of the
employee’s relationship with his/her immediate supervisor. Where the relationship is
positive, productive, personal and based on mutual trust, it is unlikely that the employee
will leave the organisation. The contrary also tends to be true.

Command/control style of management generally does not appeal to current or new
employees. A coaching approach/style is preferred and it has a positive impact on
employee motivation, development, retention and company results.

It therefore behooves organisation to impart coaching skills, techniques and practices
to their managers and supervisors. Knowledge of and experience with coaching
principles, technology, processes, models, competencies and styles can enhance the
effectiveness of managers/supervisors.

Peer coaching is another useful approach as colleagues can also coach each other
within the organization.

Coaching competencies such as contextual listening, asking "discovery" questions,
messaging, acknowledging and celebrating can be learned in the classroom or on the job.

Let coaching help your managers/supervisors walk the path of competitive advantage
and winning edge!

12 STADA COACHING COMMUNITY / 22 April 2002
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9. HOW TO BE A PROFESSIONAL COACH

Some questions to ask yourself, before deciding
whether you want to be a Professional Coach,
include the following:

- Do you have the right attitude, emotional intelligence, behavioral competencies,
experiences, skill sets, passion, patience and temperament to be a coach?

- Areyou results-oriented?

- What type of coach do you want to be? e.g. Personal Coach, Executive Coach,
Career Coach, Relationship Coach, Success Coach, Life Skills Coach, Small/Medium
Enterprise Coach, Sales/ Marketing Coach, etc.

Coach training programmes are available in Singapore or via distance learning.

STADA COACHING COMMUNITY / 22 April 2002 13
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10. HOW TO JOIN STADA COACHING COMMUNITY

Coaching exists in all forms, shapes and sizes. There are many providers of coaching
and hence many “brands”. Given the multi-faceted nature of coaching, and given the
fact coaching in the corporate arena is gaining visibility, the time has come to have a
‘place’ for anyone interested in the idea of coaching to come together.

In order to help nurture the growth of this budding practice, the STADA coaching
community has been initiated to be a place where there is

* ameeting of the Hearts

e ameeting of the Minds and

e ameeting of Business Needs

It adopts an inclusive approach to move the community forward. Anyone who is
interested in coaching, either as a person who is being coached or one who is coaching,
as part of their job or as a professional coach. The only thing we ask for is your active
participation and enthusiastic contribution.

The plan is to share best practices, build individual as well as collective capacity in the
field of coaching. It is aimed to help people to enhance their levels of development,
from

e Interest in coaching to

e Practise coaching to

« Being professional in the art and science of coaching.

14 STADA COACHING COMMUNITY / 22 April 2002
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It is intended to raise the profile of coaching in Singapore and in the Region, by striving
toward the following 5 areas identified as important by recent research in the field
of communities:

The Linking Business (networking, conferences, job referral)
The Identity Business (standards, ethics, honours)

The Learning Business (training, news, publications)

The Voice Business (lobbying, advertising, advocacy)

The Seal-of Approval Business (accreditation, certification)

orwpRE

Our story begins...

STADA stands for Singapore Training and Development Association and its purpose
and strategic thrust are in the area of people training and development. As coaching
as well as community of practice are fast becoming critical strategies for developing
human capital, a core group of STADA members came together to start a STADA
Coaching Community. This Coaching Booklet was then initiated.

STADA is a natural place to start a coaching community for its members and other
interested parties. It serves as a “garden” where there are sufficient “nutrients” to
nurture the growth of a healthy community.

If you wish to join this STADA coaching community, please find the application form
included in this booklet. Details about this community can be found in
www.stada.org.sg/coachingcommunity

And if you need help to source coaches, or providers of trainers/coaches for coaching
skills or professional coaching , contact STADA for a list for your consideration.

SINGAPORE TRAINING AND DEVELOPMENT ASSOCIATION

Tanglin Post Office

P O Box 323

Singapore 912411 o

Tel: (65) 6733 6369

Fax: (65) 6732 0027

E-mail: stada@singnet.com.sg

URL: http://www.stada.org.sg STADA

STADA COACHING COMMUNITY / 22 April 2002 15
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