
This document has been prepared to serve as
a guide to improve understanding. 

I M P O R T A N T
P L E A S E  R E A D



Dear Client,

Welcome to VLC Coaching and Consulting Services  LLC.  I am very excited for us
to start working together!  I am sharing with you your Client Welcome Packet,
which includes the following:
      Coaching Agreement
      Coaching Disclaimer
      Life Coaching Questions 
      Coaching Success Guidelines
      Code of Ethics
      Payment Agreement
      Invoice 
      Referral 

Please review the Agreement, complete the Client Intake Packet, and return at
least 24 hours before our first session together.

Please do not hesitate to reach out to me if you have any more questions.  I hope
you are excited to begin, and I look forward to our first session on
____________________________________. 

Viola Lawrence-Carr
VLC Coaching and Consulting Services LLC
E: vlcinfusinghope@gmail.com
P: 843-457-5553

W E L C O M E

Viola D. Lawrence-Carr 



Coaching is a collaborative process with an ongoing relationship between the Client and
the Coach. The coaching experience supports the Client in establishing new behaviors. The
coaching relationship is strengths-based, forward-looking, and collaborative. The coaching
agenda is developed and implemented in partnership between the Client and the Coach,
with the role of the Coach being to help the Client progress toward achieving a goal.

            The Client and the Coach agree to engage fully in the coaching experience

            The Client recognizes that coaching is not therapy, counseling, or consulting

The Coach agrees to keep all conversations and information with the Client private and
confidential, as allowable by law. No personal information will be shared with anyone
without the Client’s express permission. Exceptions may be made if there is an
imminent threat of serious injury to oneself or someone else or reports of Child / Elderly
Abuse or Neglect. 

      CONFIDENTIALITY1

You understand that the use of technology is not always secure, and you accept the risks
of confidentiality in the use of email, text, phone, Zoom, MS Teams, and any other
technology.

      DATA SECURITY2

You hereby release, waive, acquit and forever discharge your Coach, any agents,
successors, assigns, personal representatives, executors, heirs and employees from every
claim, suit action, demand or right to compensation for damages you may claim to have
or that you may have arising out of acts or omissions by yourself or by your Coach as a
result of the advice given by your Coach or otherwise resulting from the coaching
relationship contemplated by this agreement.

      WAIVER3

Dated

is made between

and

A G R E E M E N T
Coaching

The "Effective Date"

The "Coach"

The "Client"

This Coaching Agreement for VLC Coaching and Consultant Services LLC

will continue for a duration of            months, or until the client terminates the services
(whichever comes first).

Viola D. Lawrence-Carr 

3 or 6 



Coaching sessions may occur in person, by phone, through video conference, or over
email, depending on the venue that works best for the Client and what coaching
package is selected. 

The Coach and Client agree to adhere to established appointment times. 
The Coach and Client agree to begin and finish all appointments on time. If the
Client is more than 15 minutes late to an appointment, the Coach will assume that the
appointment is canceled and the Client will be responsible for the full coaching fee.
If the Coach is more than 15 minutes late to an appointment, the Client may assume
that the session is canceled and the Client shall maintain the use of that session for a
later date. 
The Client agrees to cancel or reschedule an appointment at least 24 hours in
advance, without a change fee. Any changes or cancellations within 24 hours are
subject to a $5.00 cancellation fee.
Sessions are by phone either via MS TEAM, Zoom, FaceTime audio, or by telephone
direct. In all cases the client is responsible for calling the coach. The coach is open to
other formats by mutual agreement.  The Coach is responsible for ensuring that they
are available for consultation at agreed times.
The length of each session (45-60 minutes) set by the client at the time of booking on
the appointment booking platform and paid for accordingly at the time of booking.
Sessions may over-run by mutual agreement and paid for retrospectively, but only if
the Coach has no commitments immediately following the session.

      COACHING SESSION PROCEDURES5

By entering into this relationship, the Client and Coach acknowledge that the Client
desires to make a behavioral change or some type of improvement in his or her life.
Behavioral change often takes time to implement and sustain. The pace of change is
uncertain and varies amongst individuals. As such, the Client and Coach agree to a
minimum of a 3 or 6 month relationship dependent on the Coaching Plan.

      THE SERVICES4

A G R E E M E N T
Coaching

You further declare and represent that no promise, inducement or agreement not
expressed in this agreement has been made to you to sign this agreement. This
agreement shall bind your heirs, executors, personal representatives, successors, assigns,
and agents.



A G R E E M E N T
Coaching

The fee for all coaching services will be charged prior to the initial session. This fee is
payable using cash or website payment (Stripe). Website payment will include an
additional service fee charge.

Breakthrough Call: $0 (Initial conversation to express interest) Valid for 7 day 
Vision: $50 (1 Life Coaching or Consulting Sessions)  Valid for 3 months
Discovery: $225 (5 Life Coaching or Consulting Sessions) Valid for 3 months
Empowerment: $360 (8 Life Coaching or Consulting Sessions) Valid for 3 months
Transformation: $540 (12 Life Coaching or Consulting Sessions) Valid for 6 months

      COACHING FEES7

Extra session purchases can be made using cash or website payment.  You will be contacted
within 24 hours of your purchase to discuss your personal goals with your Life Coach.

      PURCHASING EXTRA SESSIONS9

If the Coach fails to give you 24 hours’ prior notice of any cancellation, you will be
entitled to 1 extra hour of coaching, in addition to the session you missed.  We require
a minimum of 24 hours’ prior notice of any cancellation of any coaching workshop
sessions. If you fail to provide a minimum of 24 hours’ prior notice, you will still be
charged for the session slot. Any rearranged cancelled sessions will be at a time
mutually agreed between you and the Coach.

      CANCELLATIONS 10

Clients maintain the right to cancel payment prior to the initial session. Cancellation must
be given in writing and received before the initial session. If you need to cancel a session,
please give 24 hours notice to reschedule the session, or this session will otherwise be
charged $5 Broken Appointment Fee.

      CANCELLATION POLICY6

If the client needs to rearrange a coaching session, they should provide at least 24 hours
notice. No refunds will be given to clients for unused coaching sessions unless 24 hours notice
has been given. In exceptional circumstances the Coach may need to rearrange a coaching
session. In those instances she will also give the client 48 hours notice where practical.

      REARRANGING SESSIONS 8



Signed: Date:

A G R E E M E N T
Coaching

By signing below, you agree with the information laid out in this document.

Where an Initial Number of Sessions is agreed, any changes to these terms and conditions
intended to take effect prior to the conclusion of those Initial Number of Sessions will only have
effect if agreed by both the Coach and the client and confirmed by the Coach in writing by email
or letter. In other cases, the Coach may change any of these terms or conditions including the Per
Session Fee by giving the client one week’s notice in writing by letter or e-mail of the change(s). If
following receipt of such notification of change, the client no longer wishes to proceed with
further coaching sessions, they may withdraw from the service immediately by giving notice in
writing by email or letter and they will then be entitled to a full refund of any fees paid in
advance for coaching sessions not yet provided. Such notice will be effective on receipt by the
Coach

      VARIATION TO TERMS & CONDITIONS12

If for any medical reason you are no longer able to complete any coaching sessions, you will be
given a refund on a prorated basis. We may ask for you to provide proof from your doctor.

      REFUNDS14

If for any reason you are unhappy with the Coach, you may discontinue services at any
given time. In all circumstances, any sessions used with the Coach remain used. The
Coach cannot prescribe treatment or diagnose medical conditions. They may at any
time ask to consult with your doctor should any mental health or medical condition
arise.

      COMPLAINTS13

In exceptional circumstances, such as illness or unavailability due to bereavement or
other commitments, inappropriate behaviour by the client, actual or potential conflict of
interest, or other reasons, the Coach can decide to terminate the service to the client
early or refuse or be unable to provide further coaching sessions to the client. In such a
circumstance the client will be given reasonable notice of termination by the Coach
where practicable and will be granted a prorated refunded. 

      EARLY TERMINATION11



G U I D E L I N E S
Coaching  Success

Life coaching will help you set your goals, identify what it is that is holding you back and
teach you how to move past your fears. With life coaching services, you’ll learn how to
take immediate action and commit in times of uncertainty.  It is the coach's objective to
get the best out of you, while holding you accountable for achieving the goals you set

The Coaching Process

It’s easy in difficult and uncertain times to experience feelings of anxiety, insecurity,
hopelessness and despair which drains our motivation, enthusiasm and connection with
others. We lose HOPE. -I believe that we have the power to make sustainable life
changes to create the life we envision for ourselves and restoring our HOPE for the
future.  

My mission as a Life Coach is to accompany you on your journey to transformational
self-discovery and to inspire you to be your best.  Infusing HOPE. Through identifying the
impact of our thoughts, feelings and behaviors, setting positive goals for the future,
developing steps to achieve it, acknowledging inevitable setbacks and a commitment to
change, we can  reach our potential and take the step to becoming.

  

My Coaching Philosophy



G U I D E L I N E S
Coaching  Success

The coach is expected to listen to their client and their wishes, and work within that
guideline where possible.  Guidelines will be agreed prior to all sessions in order to ensure
the client is aware of what behaviour will/will not be accepted.  The goal of each session
is to work through any setbacks that the client may currently be facing, clarify all goals
through exercises and locate methods to move their client forward on their goals.  

Coach Expectations

The client is expected to attend each agreed session on time and ready to act and shall
hold themselves accountable for what they do and do not do to make sessions productive. 
They may need to be open to changes in their goals as the coaching journey progresses. 
Coaches shall ask difficult questions and expect the client to be open and honest in order
for growth to take place.  However, clients do maintain the right to decide which topics to
cover and to terminate a topic if they choose that they no longer wish to discuss it further

Client Expectations



Maintain a professional relationship with my clients at all times

Always keep my clients' interests above those of my own

Maintain, guard and guarantee my clients' confidentiality

Not offer advice, counselling, or psychotherapy to any client in my duties
as a coach

Develop lasting relationships built on a foundation of honesty, integrity
and respect with every client I serve

Commit all of my professional experience, and focus to helping every
client I serve

Expect success from every client I serve, and I will not be limited in my
expectations by my clients' past performances

Encourage my clients to believe in themselves, set realistic goals, take
appropriate actions and celebrate success

Provide my clients with a safe and nurturing coaching experience, which
will allow them to be themselves without fear of judgment, criticism or
failure

Remain committed to professional excellence in all that I do and all I
provide

E T H I C S
Code  o f

As your coach, I agree to:



Q U E S T I O N S
Li fe  Coaching

A life coach is a type of wellness professional who helps people make progress in their
lives in order to attain greater fulfilment. Life coaches aid their clients in improving their
relationships, careers, and day-to-day lives.

Each session will begin with a review of the actions that were set in the previous session,
and discuss where there has been progress.  A goal for the session shall then be set and
worked towards by using a number of techniques, which shall in turn generate options
that may have not been previously considered.

You are free to have as many or as few coaching sessions as you like. Many coaches
operate over the phone or online, and therefore the sessions can easily fit around your
schedule. Some people hire a coach once every few months, some people have a
session once a week. It is entirely up to you to decide.

Life coaches can help you clarify your goals, identify the obstacles holding you back, and
then come up with strategies for overcoming each obstacle. In creating these strategies,
life coaches target your unique skills and gifts. By helping you to make the most of your
strengths, life coaches provide the support you need to achieve long-lasting change.

Life Coaching sessions last around 45-60 minutes, and these sessions can be arranged
weekly or monthly.

What is a Life Coach?

What happens during a coaching session?

How many Life Coaching sessions will I need?

What is the role of a Life Coach?

How long are Life Coaching sessions?



A G R E E M E N T
Payment

Client Name

Client Email

Client Address

This Payment Agreement sets forth the agreement between us, VLC Coaching and
Consulting Services LLC, P.O. Box 321, Conway, South Carolina 29527, (843) 457-
5553 (hereinafter referred to as “Life Coach”) and you, the above-named client,
(hereinafter referred to as “client”) concerning the matter referenced above.
 

You asked VLC Coaching and Consulting Services LLC to provide Life Coaching
to you with respect to_________________________________

1.

You acknowledge that VLC Coaching and Consulting Services, LLC Life
Coach(es) are not counselors and that our acceptance of this engagement does
not involve an undertaking other than life coaching as described above.
Furthermore, you acknowledge that our coaching services does not entail a
continuing obligation to life coaching services.

2.

While this agreement is intended to deal with specific coaching services
described above, these terms and conditions will also apply to any additional
coaching services that we may agree to provide that are outside the initial
scope of the initial Life Coaching Services. 

3.

VLC Coaching and Consulting Services LLC will require that you pay the sum of
______, as the service fee and cost in this matter. Of this______of that
amount represents as non-refundable fee against which billing will not be
credited. This fee is payable with the understanding that by acceptng services,
the life coach is reducing the time availible for other areas of this life coaching
service, limiting the volume of work she accepts, so prompt attendtion and
priority shall be given to you for which the life coach has been retained as set
forth in paragraph 1 above. I have been advised that I am free to contract
with other life coaching services if I so desire. The full amount of this
payment is for fees and cost in this matter. The fees and cost as outlined below
will be expected prior to the first session. This will preserve my ability to focus
my efforts on providing coaching services to my clients, rather than
concentrating on bill collection. By doing so, I can improve the quality and
efficiency of my coaching services to all my clients.  

4.

South Carolina Ethics Commission requires that the Client pay all customary
costs.   

5.



A G R E E M E N T
Payment

Client Signature

DateVLC Coaching and Consulting Services LLC 
E:vlcinfusinghope@gmail.com 

P: 843-457-5553 

You may cancel payments at any time in advance of the first session as detailed
within our cancellation policy.

Payment is accepted via Cash, Stripe or by bank transfer. 

6. The fee is based upon the amount of time we devote to you coaching services. I will
strive to ensure an efficient use of our time and will communicate with you regularly as
to work actively with you.  As per the agreement entered into on _______________,
a payment for Life Coaching Services provided by VLC Coaching and Consulting
Services LLC of $____________ will be invoiced to you on ___________________
prior to the first appointment.
7. You have authorized for the value stated above to be be payed in cash or
deducted from other electronic payment sources (debit or credit card). All electronic
payments will incur an additional processing fee. Also please see the cancellation
policy for more details.
8. VLC Coaching and Consulting Services LLC has the right, at our discretion, to
withdraw from your case if you fail to cooperate or for any other valid reason.
Likewise, you may discharge us at anytime for any reason. However, you will be
required to pay you bill in full before the initial session is rendered. 
9. Should we be required to bring suit or otherwise spend time trying to collect the
amount due under this agreement, you agree to be responsible for our court and other
costs. Any litigation regarding this agreement shall be brought in the state or federal
courts located in and you hereby agree.
10. File retention policy. Upon the completion of your services, the file will be closed
and all non-material information will be removed and destroyed. VLC Coaching and
Consulting Services LLC will retain all material portions of the file for a period of seven
(7) years unless other arrangements are made in advance. At the end of the seven
years, the files will be destroyed without notice. Destruction will be accomplished by
appropriate means, which may include having the files shredded and discarded. If
there is some information that you require, please let me know at the conclusion of
your services and I will provide it to you at that time.
This agreement contains alll of the terms of our financial arrangements with you and
can be modified only by a written document signed by both parties. 



D I S C L A I M E R
Coaching

I understand that the coaching services I
will be receiving from my Coach are not
offered as a substitute for professional
mental health care or medical care and
are not intended to diagnose, treat or cure
any mental health or medical conditions. I
also understand that my Coach is not
acting as a mental health counsellor or a
medical professional.

I understand and agree that I am fully
responsible for my well-being during my
coaching sessions, and subsequently,
including my choices and decisions.

I understand that coaching is not a
substitute for counselling, psychotherapy,
psychoanalysis, mental health care or
substance abuse treatment, and I will not
use it in place of any form of therapy.

I understand that all comments and ideas
offered by my Coach are solely for the
purpose of aiding me in achieving the
defined goals I create with my Coach. I
have the ability to give my informed
consent, and hereby give such consent to
my coach to assist me in achieving such
goals and understand that results are not
guaranteed.

I understand that to the extent our work
together involves career or business, my
Coach is not promising outcomes included
but not limited to increased clientele,
profitability and or business success.

I understand that my Coach will protect my
information as confidential unless I state
otherwise in writing. If I report child, elder
abuse or neglect or threaten to harm myself
or someone else, I understand that necessary
actions will be taken and my confidentiality
agreement limited in this capacity.
Furthermore, if my Coach is ordered by a
court to provide information or to testify, she
will do so to the extent the law requires.

I understand that the use of technology is
not always secure and I accept the risks of
confidentiality in the use of email, text,
phone, Skype and other technology.

I hereby release, waive, acquit and forever
discharge my Coach, any agents,
successors, assigns, personal
representatives, executors, heirs and
employees from every claim, suit action,
demand or right to compensation for
damages I may claim to have or that I may
have arising out of acts or omissions by
myself or by my Coach as a result of the
advice given by my Coach or otherwise
resulting from the coaching relationship
contemplated by this agreement.

I further declare and represent that no
promise, inducement or agreement not
expressed in this agreement has been made
to me to sign this agreement. This
agreement shall bind my heirs, executors,
personal representatives, successors,
assigns, and agents.



R E Q U E S T
Referra l

Dear [INSERT CLIENT NAME],

It has been a real pleasure working with you on your journey over the past
[INSERT DURATION HERE].  It has been amazing to see you really adopt the Life
Coaching process and I am incredibly proud of the decisive actions you have
taken to reach your goals thus far!

I would like to take this opportunity to ask if you currently have any colleagues,
friends, or associates that you feel could benefit from the very process you have
undertaken, and I would be honoured if you would pass their contact information
on to me.

You may wish to share the details of your own self-improvement successes, your
experiences with working with me and how we have worked together successfully
to accomplish your goals.

You have my full permission to share my credentials with anyone you feel would
be a good fit for this process.

Thank you once again and I look forward to your continued success.

Viola Lawrence-Carr
VLC Coaching and Consulting Services LLC
E: vlcinfusinghope@gmail.com
P: 843-457-5553
 

    

Viola D. Lawrence-Carr


