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contribute jointly to 3 result

From Latin conspirare,

literally, breathe together

Macquarie Dictionary




Conspire Coaching & Consulting, LLC

Emerging Women Leaders Coaching Circle Syllabus
Summer 2013
Welcome to the Emerging Women Leaders Coaching Circle (EWL)! 
This syllabus contains detailed information about the infrastructure and content for this group. Please review it carefully and be in communication if anything is unclear or if you have any conflicts. 
Guide to This Syllabus

This syllabus is a comprehensive guide to the entire EWL program. The first three pages cover the core logistics of the program that you will need to know and a list of the key dates. The bulk of the document is a monthly breakdown of dates, activities and tasks for which you are responsible. When you receive this syllabus, please read through it in its entirety to orient yourself to the program. Then, at any time, you can “cntrl-click” on the sections below to take you straight to where you need to go.
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Overview

Every member will have two, one-hour coaching sessions with Jen to begin to shape your six-month strategy that will guide your work throughout EWL. 

Each participant will be matched with a Co-Conspirator (a buddy). I will provide guidance about possible frameworks to use with your buddy. The expectation is that you and your buddy will establish a regular 45 min – 1 hour weekly conversation. The co-conspirator relationship is central to the power of this experience and it is essential that you maintain a strong commitment to keeping this appointment.  The benefits of accountability, partnership, progress and development of new habits will far outweigh the level of time and effort required!

There will be 23 live group sessions by conference call during EWL:

· 18 Board of Directors (BOD) Meetings. These meetings are the heart of EWL. They are designed so that once per month, each member gets to the Chair of the meeting, having her own agenda, which will be the topic of the group discussion, and the aspect of her life or career she wants advice and guidance on.. Jen will work with each Chair prior to the meeting to come up with a strong desired take-away. Each Chair will post a BOD Processing Outline to the group website at least 24 hours in advance of her BOD meeting and she will post her Action plan to the group website within 3 days after her BOD meeting.
· 5 Seminars. Seminars are part lecture and part discussion on a range of topics that compliment the work of the group. The focus of these seminars is to sharpen your awareness of your own strengths, resources, priorities and effectiveness. There will be preparation assignments ahead of each seminar to make them highly personalized, interactive and rich. Seminar topics may also help you to uncover important agenda items to bring to your Board of Directors Meetings.
· Note that for the functioning and integrity of the circle, you must agree to attend at least 20 of the 23 live sessions, and ideally, you would attend all. Please review the dates on the next page and email me if you are not available for any of them. I recommend printing out the following page and marking the dates in your calendar.  
At-A-Glance Calendar


Nuts and Bolts

Rotations by Group Assignments

Please note your group. Your group determines when you chair Board of Directors Meetings. I highlight this here, and again in the detailed syllabus that follows so that you can plan to make the most of sessions in which you are the Chair.
Group A: Lara & Sarah


Group B: Lauren & Rebecca

   Group C: Claire & Ariana
	Group A will chair Board of directors sessions on the following evenings:

BOD 1[A]– October 23rd 
BOD 2[A]– Nov 20th
BOD 3[A]– Jan 8th 
BOD 4[A]– February 5th 
BOD 5[A]– March 12th 
BOD 6[A]– April 9th
	Group B will chair Board of directors sessions on the following evenings:

BOD1[B] – October 30th 
BOD2[B] --Dec 4th 
BOD3[B] – Jan 15th 
BOD4[B]– February 12th 
BOD5[B]– March 19th 
BOD6[B] – April 23rd 
	Group C will chair Board of directors sessions on the following evenings:

BOD1[C]– Nov 6th 
BOD2[C]–  – Dec 11th 
BOD3[C]– – Jan 22nd 
BOD4[C]–  – February 19th 
BOD5[C]– – March 26th 
BOD6[C]–  – April 30th 


Accessing the Calls

 All BOD sessions will be via conference call.  
· Conference Call #: (530) 881-1212

· Meeting ID: 827-707-463

· Seminars will be conducted via Go-To-Meeting – You will receive information on how to access these calls.
Do not hesitate to contact me if you need assistance with any technology used throughout our next six months together.

Completion of Strategic Plan
You will be prompted throughout this experience to complete different portions of your strategic plan. You will work together with your coach to create a tailored schedule of completion.  Please complete a draft (it doesn’t have to be perfect!) of your strategic plan to your co-conspirator and Jen by October 14thwith the following sections completed (explained in more detail in the Strategic Plan document):
· At least one out of 3 Goals for the year (starting now) and one supporting analysis of the strengths, opportunities, weaknesses and threats that go along with this goal (SWOT analysis)
· A list of Possible goals

· Your BIG Questions

· Values Strings (Which you have all completed – but do the exercises too if you haven’t already!)

· Vision

· Mission

· Key Career Ingredients

· Signature Strengths

· I encourage you to order StrengthsFinder 2.0 and to begin work on your Strongest Self exercise before the BOD meetings kick off, though you will not be able to fully complete these sections of your Strategic Plan without the seminars.

As a rule, if you feel stuck or stopped on any of these sections, that is your clue to call Jen and/or your co-conspirator to work through it.
Detailed Description of Each Session & Monthly Time Commitment
July 31 – September 30th
The initial two months of Emerging Women Leaders lay the groundwork for the six months of Board of Directors sessions that follow. During this time you will:

· Establish relatedness with each other

· Experience one to one coaching to support your personal strategic planning process

· Develop your Strategic Plan, including goals for the upcoming six months

The following are the key dates and activities during this foundational period. More detailed instructions will be provided by email.

	July 31st
	Welcome and Congratulations! Enrollment materials sent.

	August 7th
	Deadline for enrollment materials. Please submit your Member Agreement, Profile, Self-Assessment, Booking One to One Coaching Sessions

	August 14th 

	Virtual Kickoff

· Listen to the Kickoff and Norms Podcasts
· Post questions/comments on the podcasts to the Google Group
· Log in to eConspire and review its contents
· Review member profiles to note what resonates and to find out who your co-conspirator is
· Set up your round robin calls to take place between August 14th – September 30th and mark appointments down in the tracker provided. Use these instructions for that call.
· Schedule a one hour meeting with your co-conspirator to take place between September 30th and October 16th
· Block out 2-4 hours to work on your Strategic Plan. The more you do up front, the better positioned you will be to take advantage of the Emerging Women Leaders experience. Your one to one coaching sessions will support your strategic planning process.

	August 14th – September 30th 
	Round Robin Phone Calls Completed

	August 26th – October 15th 
	One to One Coaching Sessions Completed

	October 1st – October 15th 
	Co-Conspirator Kickoff Call Completed

	October 11th
	Strategic Plan Draft due to Jen and your co-conspirator

	
	


October Meeting Calendar
	October 16th
8:30 – 9:45 PM
	Seminar: Welcome & Deepening Relatedness, Coaching Skills. 

Description: In this introductory session we will get to know each other as who we are becoming. We will practice hearing each other in the context of what is possible and learn about how co-coaching is about being a container within which each member can grow into who she wants to be.  We will discuss the concepts of relatedness, being coachable, and asking powerful questions.   Finally, we will do a “mock” Board of Directors session using the “Fishing Expedition” format.

                                        

	October 23rd
8:30 – 9:30 PM
	BOD 1 Session A: Lara & Sarah

	October 30th
8:30 – 9:30 PM
	BOD1 Session B: Lauren & Rebecca

	October Checklist
√
	Task
	Deadline
	Time Required

	Seminar Prep

	
	Read “Coaching Foundations” prior to the session (2 pages).
	October 16th 
	5 min

	
	Re-Listen to Coaching Circle Norms podcast.  
	October 16th
	5 min

	
	At the beginning of the session, you will introduce yourself as who you are becoming, not who you have been. Please take a few minutes to write down how you would like to introduce yourself. You are welcome to use what you wrote in your profile, or to try out a new possibility.
	October 16th
	15 min

	BOD Prep

	
	All members to review Board of Directors Instructions prior to the session to be clear about roles and structure.
	October 23rd 
	2 min/week

	
	Chairs will complete a Board of Directors Take Away Outline and submit to Jen by email 2-3 days prior to the BOD session. Jen will give feedback to help ensure the chair brings a strong agenda to the meeting. In many cases, Jen will schedule a 30-minute coaching session to help each chair fine-tune their agenda item.
	2 days before your BOD
	1-2 hours per month

	
	Chairs will send their final BOD Outline to the Google Group at least 24 hours in advance of their sessions. 
	24 Hrs in advance of your BOD
	15 min/month

	
	Jen will post the BOD agenda to the Google Group. Members will review agenda and dial-in details.
	Just before each BOD
	15 min/week

	
	All members review the BOD Outlines before the session.
	
	15 min/week

	Ongoing EWL Work

	
	Weekly co-conspirator conversations
	Weekly
	1 hour/week

	
	Update your strategic plan with new insights from EWL Sessions
	Monthly
	15 minutes

	
	Create a Monthly Action Plan for November and send to Jen and your co-conspirator. 
	October 31st
	30 minutes


November Meeting Calendar
	November 6th 
	BOD 1 Session C: Claire & Ariana

	November 13th 
8:30 – 9:45 PM
	Seminar: Leading from Strengths
Description: We will start with an overview of strength-based internal and external leadership, including a discussion about each member’s StrengthsFinder Strengths and the strengths that are present in the Coaching Circle. We will kick off the Strongest Self exercise.
                                        

	November 20th 
8:30 – 9:30 PM
	BOD 2 Session A: Lara & Sarah


November Checklist
	√
	Task
	Deadline
	Time Required

	Seminar Prep & Follow Up

	
	Prep: Prior to the seminar, purchase StrengthsFinder 2.0 and take the strengths self-assessment. Send your 5 strengths themes to Jen and your co-conspirator.
	November 8th 
	40 min

	
	Follow up: Discuss the following questions with your co-conspirator in your upcoming call: What new insight did you gain from StrenghtsFinder? What changes/updates did you make to your EWL Strategic Plan?
	November 22nd 
	30 minutes

	
	Take a look at your EWL Strategic Plan and update your StrengthFinder strengths in the appropriate section.  Think about what your three “signature strengths” might be.
	November 30th 
	15 minutes

	
	Launch your Strongest Self Exercise to be compiled and analyzed before the next seminar. Be sure to give yourself a few weeks and submit to Jen and your co-conspirator by December 13th.

	November 22nd 
	1 hour

	BOD Prep

	
	Chairs will complete a Board of Directors Take Away Outline and submit to Jen by email 2-3 days prior to the BOD session. Jen will give feedback to help ensure the chair brings a strong agenda to the meeting. In many cases, Jen will schedule a 30-minute coaching session to help each chair fine-tune their agenda item.
	2 days before your BOD
	1-2 hours per month

	
	Chairs will send their final BOD Outline to the Google Group at least 24 hours in advance of their sessions. 
	24 Hrs in advance of your BOD
	15 min/month

	
	Jen will post the BOD agenda to the Google Group. Members will review agenda and dial-in details.
	Just before each BOD
	15 min/week

	
	All members review the BOD Outlines before the session.
	
	15 min/week

	Ongoing EWL Work

	
	Weekly co-conspirator conversations. 
	Weekly
	1 hour/week

	
	Create a Monthly Action Plan for December and send to Jen and your co-conspirator. 
	November 30th
	30 minutes


December Meeting Calendar
	Dec 4th
8:30 – 9:30 PM 
	BOD2 Session B: Lauren & Rebecca

	Dec 11th
8:30 – 9:30 PM
	BOD Session C: Claire & Ariana

	Dec 18th 
8:30 – 9:45 PM
	Seminar: Applying Strengths & Habit Formation Kickoff
Members will present their analysis of their Strongest Self experience. Each EWL will apply her new self-knowledge about her strengths to a current leadership or career challenge. Jen will kickoff the habit formation activity for the month by providing a framework and schedule.

	Dec 25th – Jan 1st
	Break

	December Checklist
√
	Task
	Deadline
	Time Required

	Seminar Prep & Follow Up

	
	Prep: Prior to the call, complete the Strongest Self activity, including the analysis and presentation slides, and send to Jen and your co-conspirator. 


	December 9th
	

	
	Observe one habit you’d like to alter or replace by responding to a very brief daily survey.
	Dec 19 – January 1
	

	
	Brainstorm a list of alternative routines to try out.
	January 3- January 10
	

	
	Follow up: Review your strategic plan with your co-conspirator this week to discuss your progress AND to consider whether/how you might update your strategic plan with your new insights and actions from your strengths and relationships work. 

	December 31st
	

	BOD Prep

	
	Chairs will complete a Board of Directors Take Away Outline and submit to Jen by email 2-3 days prior to the BOD session. Jen will give feedback to help ensure the chair brings a strong agenda to the meeting. In many cases, Jen will schedule a 30 minute coaching session to help each chair fine-tune their agenda item.
	2 days before your BOD
	1-2 hours per month

	
	Chairs will send their final BOD Outline to the Google Group at least 24 hours in advance of their sessions. 
	24 Hrs before your BOD
	15 min/month

	
	Jen will post the BOD agenda to the Google Group. Members will review agenda and dial-in details.
	Just before each BOD
	15 min/week

	
	All members review the BOD Outlines before the session.
	
	15 min/week

	Ongoing EWL Work

	
	Weekly co-conspirator conversations. 
	Weekly
	1 hour/week

	
	Create a Monthly Action Plan for January and send to Jen and your co-conspirator. 
	December 31st
	30 minutes


January Meeting Calendar
	January 1st 
	No EWL

	January 8th
8:30 – 9:30 PM
	BOD3 Session A: Lara & Sarah

	January 15th 
8:30 – 9:30 PM
	BOD3 Session B: Lauren & Rebecca

	January 22nd
8:30 – 9:30 PM
	BOD3 Session C: Claire & Ariana

	January 29th
8:30 – 9:45 PM
	Seminar: Habit Formation Debrief & Relationship Mapping Kickoffs. In this seminar, we’ll debrief the one month habit formation experience. We’ll then move on to discuss how to deepen professional and personal connections in support of achieving your goals. We’ll cover how to become a mentor magnet and how to develop allies, champions and bridge builders in support of your learning and achievement goals. We’ll discuss relationship maps and how to develop your outreach lists.




January Checklist
	√
	Task
	Deadline
	Time Required

	Seminar Prep & Follow Up

	
	Prep: Email the group the one habit routine you’d like to alter in the month of January and a list of five possible replacement habit routines to try out. Assign each replacement routine two days on your calendar.
	January 10th
	

	
	Prep: Implement your replacement routine experiments and respond to prompts from Jen to reflect on the experiments on a daily basis. These reflections will be VERY brief – taking no more than 3 minutes each.
	January 13-24th
	

	
	Prep: Prior to the seminar, complete slides designed to help you share your habit formation experimentation experience. Please also review the Relationship Mapping Activity instructions and give some thought to which you would like to complete. You may look over your strategic plan to determine which of your goals would most benefit from enlisting the support of others. Use this goal to choose which type of map to complete.
	January 29th 
	1 hour

	
	Follow up: Complete one relationship map and send it to Jen and your co-conspirator by February 19th.
	February 19th 
	1-3 hours

	
	Follow up: You will present your relationship map to the group in a 10-minute presentation on February 26th. Jen will provide guidance on this presentation during the January 29th Seminar.

	February 26th 
	1 hour

	BOD Prep

	
	Chairs will complete a Board of Directors Take Away Outline and submit to Jen by email 2-3 days prior to the BOD session. Jen will give feedback to help ensure the chair brings a strong agenda to the meeting. In many cases, Jen will schedule a 30-minute coaching session to help each chair fine-tune their agenda item.
	2 days before your BOD
	1-2 hours per month

	
	Chairs will send their final BOD Outline to the Google Group at least 24 hours in advance of their sessions. 
	24 Hrs before your BOD
	15 min/month

	
	Jen will post the BOD agenda to the Google Group. Members will review agenda and dial-in details.
	Just before each BOD
	15 min/week

	
	All members review the BOD Outlines before the session.
	
	15 min/week

	Ongoing EWL Work

	
	Weekly co-conspirator conversations. 
	Weekly
	1 hour/week

	
	Create a Monthly Action Plan for February and send to Jen and your co-conspirator. 
	January 30th 
	30 minutes


February Meeting Calendar
	February 5th 
8:30 – 9:30 PM
	BOD4 Session A: Lara & Sarah

	February 12th 
8:30 – 9:30 PM
	BOD4 Session B: Lauren & Rebecca

	February 19th 
8:30 – 9:30 PM
	BOD4 Session C: Claire & Ariana

	February 26th
8:30 – 9:30 PM
	Seminar: Relationship Mapping Presentations. In this seminar, members will present their relationship maps, including insights from the exercise and new potential and possibilities.


February Checklist
	√
	Task
	Deadline
	Time Required

	Seminar Prep & Follow Up

	
	Prep: Complete one relationship map and send it to Jen and your co-conspirator by February 19th.
	February 19th 
	1-3 hours

	
	Prep: You will present your relationship map to the group in a 10-minute presentation on February 26th. Jen will provide guidance on this presentation during the January 29th Seminar.


	February 26th 
	1 hour

	BOD Prep

	
	Chairs will complete a Board of Directors Take Away Outline and submit to Jen by email 2-3 days prior to the BOD session. Jen will give feedback to help ensure the chair brings a strong agenda to the meeting. In many cases, Jen will schedule a 30-minute coaching session to help each chair fine-tune their agenda item. 
	2 days before your BOD
	1-2 hours per month

	
	Chairs will send their final BOD Outline to the Google Group at least 24 hours in advance of their sessions. 
	24 Hrs before  your BOD
	15 min/month

	
	Jen will post the BOD agenda to the Google Group. Members will review agenda and dial-in details.
	Just before each BOD
	15 min/week

	
	All members review the BOD Outlines before the session.
	
	15 min/week

	Ongoing EWL Work

	
	Weekly co-conspirator conversations. 
	Weekly
	1 hour/week

	
	Create a Monthly Action Plan for March and send to Jen and your co-conspirator. 
	February 28th 
	30 minutes


March Meeting Calendar
	March 5th 
	Break – No EWL

	March 12th
8:30 – 9:30 PM
	BOD5 Session A: Lara & Sarah

	March 19th 
8:30 – 9:30 PM
	BOD5 Session B: Lauren & Rebecca

	March 26th
8:30 – 9:30 PM
	BOD5 Session C: Claire & Ariana

	March Checklist
√
	Task
	Deadline
	Time Required

	Seminar Prep & Follow Up

	
	This month, in lieu of a seminar, you will work with your Co-Conspirator, to begin the process of creating a new narrative for your life – one in which you have more choice, purpose and clarity. You will complete the finding choice exercise with your co-conspirator. Note, I recommend you do this via web-cam (Skype/Google Hangout). You’ll start by setting aside one hour to draft your personal narrative.


	March 31st (Optional)
	1-3 hours

	
	For April’s seminar, please respond to the following questions by March 25th in the Google Group:

· What have you gained from this experience?

· How has "who you are becoming" evolved or taken shape since we kicked off?

· What value do you want to take away from EWL between now and June 26th?

· What commitments will you make between now and June 26th? What goals will you achieve?

· What is the state of your strategic plan? What do you need to have that be complete?
	March 25th 
	

	BOD Prep

	
	Chairs will complete a Board of Directors Take Away Outline and submit to Jen by email 2-3 days prior to the BOD session. Jen will give feedback to help ensure the chair brings a strong agenda to the meeting. In many cases, Jen will schedule a 30-minute coaching session to help each chair fine-tune their agenda item. 
	2 days before your BOD
	1-2 hours per month

	
	Chairs will send their final BOD Outline to the Google Group at least 24 hours in advance of their sessions. 
	24 Hrs before your BOD
	15 min/month

	
	Jen will post the BOD agenda to the Google Group. Members will review agenda and dial-in details.
	Just before each BOD
	15 min/week

	
	All members review the BOD Outlines before the session.
	
	15 min/week

	Ongoing EWL Work

	
	Weekly co-conspirator conversations. 
	Weekly
	1 hour/week

	
	Create a Monthly Action Plan for April and send to Jen and your co-conspirator. 
	March 31st 
	30 minutes


April / May Meeting Calendar
	April 2nd 
8:30 – 9:30 PM
	Seminar: EWL Transition Planning. In this session we will reflect upon each member’s current state of their plan and their momentum on the plan. We will set intentions for the final round of Board of Director’s sessions and articulate what desired state we hope to achieve by the end of the month.  Jen will review possible models of ongoing support for the group’s consideration.

	April 9th
8:30 – 9:30 PM
	BOD6 Session A: Lara & Sarah

	April 16th 
	Break – No EWL

	April 23rd 
8:30 – 9:30 PM
	BOD6 Session B: Lauren & Rebecca

	April 30th 
8:30 – 9:30 PM
	BOD6 Session C: Claire & Ariana

	May 14th
8:00 – 9:30 PM
	Presentations & Celebration! Members will present their updated Strategic Plan for the six months following the Emerging Women Leaders Coaching Circle and will reflect upon and celebrate reaching this milestone of completing this phase of EWL. 

	April Checklist
√
	Task
	Deadline
	Time Required

	Seminar Prep & Follow Up

	
	Prep: Respond to the questions posted in last month’s checklist.
	March 25th 
	20 minutes

	
	Follow up: Create your transition plan for presentation at the final celebration in May. Submit to Jen for compilation by May 10th.
	May 10th 
	1-2 hours

	BOD Prep

	
	Chairs will complete a Board of Directors Take Away Outline and submit to Jen by email 2-3 days prior to the BOD session. Jen will give feedback to help ensure the chair brings a strong agenda to the meeting. In many cases, Jen will schedule a 30-minute coaching session to help each chair fine-tune their agenda item. 
	2 days before your  BOD
	1-2 hours per month

	
	Chairs will send their final BOD Outline to the Google Group at least 24 hours in advance of their sessions. 
	24 Hrs before your BOD
	15 min/month

	
	Jen will post the BOD agenda to the Google Group. Members will review agenda and dial-in details.
	Just before each BOD
	15 min/week

	
	All members review the BOD Outlines before the session.
	
	15 min/week

	Ongoing EWL Work

	
	Weekly co-conspirator conversations. 
	Weekly
	1 hour/week

	
	Create a Monthly Action Plan for April and send to Jen and your co-conspirator. 
	March 31st 
	30 minutes


July - September


July 10th – Application Launch


July 24th  – Application Deadline


July 31st  – Acceptance emails sent out  


August 7th - First Payment and Signed Membership Agreement Due


August 14th – Virtual Kickoff (by email/video) to start Round Robin Ice Breakers, One-to-One Strategic Coaching Sessions, Co-Conspirator Kick-off, Development of Your Personal & Professional Strategic Plan


August 26th – One to One Coaching Calls begin


October


October 16th – First Circle Seminar:  Welcome, Deepening Relatedness, Coaching Skills 101, Powerful Questions Exercise, practice Board of Directors Session.


October 23rd & 30th – Board of Directors Meetings (BOD1): Session A & B 


November


November 6th– Board of Directors Meetings (BOD1): Session C 


November 13th - Circle Leading from Strengths


November 20th- Board of Directors Meeting (BOD2): Session A


November 27th- No EWL - Break


December


December 4th & 11th - Board of Directors Meetings (BOD2): Session B & C


December 18th – Circle Seminar: Applying Strengths


December 25th - No EWL - Break


January


January 1st - No EWL - Break


January 8th, 15th & 22nd- Board of Directors Meeting (BOD3): Session A, B & C 


January 29th- Circle Seminar: Relationship Mapping


February 


February  5th , 12th & 19th - Board of Directors Meeting (BOD4): Session A, B & C 


February  26th- Circle Seminar: Relationship Mapping  Presentations


March


March 5th - No EWL – Break


March 12th , 19th, & 26th - Board of Directors Meeting (BOD5): Session A & B & C 


April


April  2nd – Seminar: EWL Transition Planning


April 9th, 23rd, & 30th - Board of Directors Meeting (BOD6): Session A & B & C 


April 16th - No EWL – Break


May





May 14th - Closing Celebration: Presentations of Transition Plans
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