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Facilitator: 
     




Company: 
     




Coach: 

     




Date: 

     




One of the most important responsibilities we have at Miller Heiman is coaching new people who want to become certified to deliver our programs. We strive for consistency and quality in the delivery of our programs and therefore ask that you adhere to the following guidelines. These are to be used when coaching new Miller Heiman facilitators as well as new Client Associates.

Guidelines

1. 
As the Coach you need to contact the new facilitator at least two weeks in advance to schedule a pre-program discussion. We suggest you talk to the facilitator twice before the program. Once well in advance, and again a few days before the workshop. Topics to review include:

• Concepts the facilitator is having trouble with
• Other potentially challenging modules

• Workshop instructions - Purpose-Process-Payoff

• Use of personal experiences

• Method and frequency of feedback and communication

• Roles of each party

• Teaching assignments for each

• Positioning the two facilitator situation

• Program logistics

• Information provided to you by previous coaches 

2. 
You will be providing important feedback to the facilitator during and after the program. Please limit the amount of feedback given during the day, focusing primarily on the positive and simple “course corrections” if needed. Constant constructive feedback kills confidence. Save the developmental feedback for the end of the day. When discussing with them, please be specific and employ the “balanced feedback” method:

• Start by having them discuss the positive points of a particular area

• Add your positives and explain the value

• Ask them to then discuss areas that could be improved

• Add your developmental feedback, with emphasis on the value of the approach

3. 
Remember that, as the Coach, you are responsible for the success of the program. Make sure the program is on track and on time. Help, the new facilitator make adjustments as necessary.

4. 
Most coaching opportunities are in a “checkout” program.  You should not plan on teaching any of these programs. Stay supportive and interact with the participants only if critical. At times, the facilitator may ask your opinion during the program. If this happens, please do not “teach from the back of the room,” instead, stand-up, walk towards the front, respond and quickly transition back to the lead facilitator.

5. 
Phrases like this are confusing and dilute our brand. “Miller Heiman says this, but here is how I do it.” Please do not use them.

6. 
Reminders to give the new facilitator:
• Keep the program on time.
• Keep the energy up.
• “Less is more.” Deliver the concept briefly and get the workshop started.
• Workshops are where the learning takes place.
• Speak with the Coach at each break.
• You will take over if necessary.
7. 
Fill out the Checkout Form for Coaches. Send a copy to Miller Heiman sales operations and to the new facilitator. Sales operations will review the coaching feedback and assessments, and finalize the certification process.

COACHING NOTES

	Concept
	Content
	Conveyed Concept
(Rate from 1-5)

1= Effective

5= Ineffective
	Delivery

	Day 1
	
	
	

	Introduction 

Suggested / Actual:

8:30 a.m. – 9:00 a.m.
(__ Minutes Over/ Under)
	Program Introduction
	
	

	
	Overview of program.
	
	

	
	Participant Guide
	
	

	
	Expectations – Key Outcomes
	
	

	Change

Suggested / Actual:

9:00 a.m. – 9:50 a.m. 
( _____ Minutes Over/Under)

	Change in their environment.
	
	

	
	Threat or Opportunity
	
	

	
	Changes Workshop
	
	

	
	Strengths and Red Flags
	
	

	Single Sales Objective

Suggested / Actual:
9:50 a.m. – 10:15 a.m. 
( _____ Minutes Over/Under)
	Defining the Single Sales Objective


	
	

	
	Working through examples.
	
	

	
	Single Sales Objective Workshop
	
	

	Break

Suggested / Actual:
10:15 a.m. – 10:30 a.m.
( _____ Minutes Over/Under)
	
	
	

	Euphoria - Panic

Suggested / Actual:
10:30 a.m. - 10:45 a.m. 
( _____ Minutes Over/Under)
	How you feel about your opportunity.
	
	

	
	Strategy is Position
	
	

	
	Euphoria-Panic Workshop
	
	

	Buying Influences

Suggested / Actual:
10:45 a.m. – 11:30 a.m. 
( _____ Minutes Over/Under)
	Economic Buying Influence
	
	

	
	User Buying Influence
	
	

	
	Technical Buying Influence
	
	

	
	Coach
	
	

	
	Buying Influence Workshop
	
	

	Degrees of Influence

Suggested / Actual:
11:30 a.m. – 12:00 p.m. 
( _____ Minutes Over/Under)
	Degree of Influence
	
	

	
	Role and Degree Workshop
	
	

	Lunch

Suggested / Actual:
12:00 p.m. – 1:00 p.m.
( _____ Minutes Over/Under)
	
	
	

	Buying Influence Modes & Ratings

Suggested / Actual:
1:00 p.m. – 1:45 p.m. 
( _____ Minutes Over/Under)
	Growth
	
	

	
	Trouble
	
	

	
	Even Keel
	
	

	
	Overconfident
	
	

	
	Buying Influence Modes Workshop
	
	

	
	Ratings
	
	

	
	Ratings Workshop
	
	

	
	Use of Modes and Ratings
	
	

	I Win/You Win

Suggested/Actual:
1:45 p.m. – 2:00 p.m. 
( _____ Minutes Over/Under)
	I Win/You Win
	
	

	
	
	
	

	Win-Results

Suggested/Actual:
2:00 p.m. –  3:15 p.m.
( _____ Minutes Over/Under)
	Win-Results
	
	

	
	Win-Results Workshop
	
	

	Break

Suggested/Actual:
3:15 p.m. – 3:30 p.m. 
( _____ Minutes Over/Under)
	
	
	

	Getting to the Economic Buyer

Suggested/Actual:
3:30 p.m. – 4:15 p.m. 
( _____ Minutes Over/Under)
	Structure for Concept Introduction
	
	

	
	Getting to the Economic Buying Influence Workshop
	
	

	
	Getting to the Economic Buying Influence workshop debrief
	
	

	Evening Opportunity
Overview for Day II
Dismiss for Day

Suggested/Actual:
4:15 p.m. – 4:30 p.m. 
(__ Minutes Over/Under)
	Recap of the day and Evening Opportunities
	
	

	Day 2
	
	
	

	Review & Questions from Day One

Suggested/Actual:
8:30 a.m. – 8:45 a.m. 
( _____ Minutes Over/Under)
	Questions from Day One
	
	

	Competition

Suggested/Actual:
8:45 a.m. – 9:10 a.m. 
( _____ Minutes Over/Under)
	Concept presentation
	
	

	
	Competition Workshop
	
	

	Ideal Customer

Suggested/Actual:
9:10  a.m. – 9:45 a.m. 
( _____ Minutes Over/Under)
	Ideal Customer Concept
	
	

	
	Ideal Customer Workshop
	
	

	Sales Funnel

Suggested/Actual:
9:45 a.m. – 10:15 a.m. 
( _____ Minutes Over/Under)
	Sales Funnel concept
	
	

	
	Priorities
	
	

	
	Time Allocation
	
	

	
	Funnel Workshop
	
	

	Break

Suggested/Actual:
10:15 a.m. – 10:30 a.m. 
( _____ Minutes Over/Under)
	
	
	

	Set Strategies in Workshop Teams

Suggested/Actual:
10:30 a.m. – 11:45 a.m.
( _____ Minutes Over/Under)
	Blue Sheet Sessions
	
	

	Debrief and Bridge to Conceptual Selling®
Suggested/Actual:
11:45 a.m. – 12:00 a.m. 
( _____ Minutes Over/Under)
	
	
	

	Lunch
Suggested / Actual

12:00 p.m. – 1:00 p.m.
(__ Minutes Over/ Under)
	
	
	

	Introduce Conceptual Selling® Customer Focused Interactions
Suggested / Actual:

1:00 p.m. – 1:30 p.m.
(__ Minutes Over/ Under)
	Meeting Workshop


	
	

	
	Buying and Selling Processes


	
	

	Elements of Getting Started

Suggested / Actual:

1:30 p.m. – 2:30 p.m.

(__ Minutes Over/ Under)
	Joint-Venture Selling


	
	

	
	Joint-Venture Selling Workshop


	
	

	
	Joint-Venture Appraisal Workshop
	
	

	Break
Suggested / Actual:

2:30 p.m. – 2:45 p.m.
(__ Minutes Over/ Under)
	
	
	

	Elements of Getting Started

(Continued)
Suggested / Actual:

2:45 p.m. – 3:30 p.m.
(__ Minutes Over/ Under)
	Buying Influence’s Concept 
	
	

	
	Buying Influence’s Concept Workshop

	
	

	
	Green Words
	
	

	
	Buying Influence’s Concept Summary

	
	

	Elements of Getting Started

(Continued)
Suggested / Actual:

3:30 p.m. – 4:55 p.m.
(__ Minutes Over/ Under)
	Valid Business Reason 
	
	

	
	Valid Business Reason Workshop

	
	

	
	Action Commitments


	
	

	
	Action Commitments Workshop

	
	

	
	Professional Credibility


	
	

	
	Credibility Workshop


	
	

	Evening Opportunities
Overview for Day 3
Dismiss for Day

Suggested/ Actual:

4:55 p.m. – 5:00 p.m.
(__ Minutes Over/ Under)
	
	
	

	Day 3
	
	
	

	Questions and Overview 
Day 3
Suggested/ Actual:
8:30 a.m. – 8:45 a.m.

(__ Minutes Over/ Under)
	
	
	

	Elements of Getting Information

Suggested/ Actual:

8:45 a.m. – 10:00 a.m.

(__ Minutes Over /Under)
	Superb Communication
	
	

	
	Relevant Information Workshop


	
	

	
	Question Types


	
	

	Break

Suggested/ Actual:

10: 00 a.m. – 10:15 a.m.
(__ Minutes Over/ Under)
	
	
	

	Elements of Getting Information (continued)
Suggested/ Actual:

10:15 a.m. – 11:15 a.m.
(__ Minutes Over /Under)
	Questions Workshop Practice
	
	

	Elements of Giving Information

Suggested/ Actual:

11:15 a.m. – 12:00 p.m.
(__ Minutes Over/ Under)
	Differentiation Workshop
	
	

	
	Unique Strengths


	
	

	
	Unique Strengths Workshop


	
	

	Lunch
Suggested/ Actual:

12:00 p.m. – 1:00 p.m.
(__ Minutes Over/ Under)
	
	
	

	Elements of Getting Commitment

Suggested/ Actual:

1:00 p.m. – 1:30 p.m.
(__ Minutes Over/ Under)
	Commitment Questions
	
	

	
	Commitment Questions Workshop


	
	

	Basic Issues

Suggested/ Actual:

1:30 p.m. – 2:15 p.m.
(__ Minutes Over/ Under)
	Basic Issues
	
	

	
	Basic Issues Workshop


	
	

	Debrief
Suggested/ Actual:

2:15 p.m. – 2:30 p.m.
(__ Minutes Over /Under)
	
	
	

	Break

Suggested/ Actual:

2:30 p.m. – 2:45 p.m.
(__ Minutes Over/ Under)
	
	
	

	Meeting Plan Workshop
Suggested/ Actual:

2:45 p.m. – 4:00 p.m.
(__ Minutes Over/ Under)
	Part One: Individual Application
	
	

	
	Part Two: Team Application


	
	

	Review and Application
Suggested/ Actual:

4:00 p.m. – 4:30 p.m.
(__ Minutes Over/ Under)
	
	
	

	Implementation

Program Assessment

Dismiss

Suggested/ Actual:

4:30 p.m. – 5:00 p.m.
(__ Minutes Over/ Under)
	
	
	


Instructions: Please provide any pertinent comments below.
	1.
	How did the facilitator successfully move the group into workshops?

	
	     


	2.
	How well were key points summarized to reinforce each concept?

	
	     


	3.
	What did the facilitator do to solicit participant input?

	
	     


	4.
	Describe how the facilitator did or did not model Win-Win behavior?

	
	     


	5.
	How were teams and/or team leaders, successfully (or unsuccessfully) utilized by the facilitator?

	
	     


	6.
	How well did the facilitator maintain announced time schedule?

	
	     


	7.
	How effective was the facilitator in answering all questions asked?

	
	     


	8.
	How well did the facilitator relate program content to your industry?

	
	     


	9.
	Briefly summarize the facilitator’s performance.

	
	     


	10.
	Do you recommend this facilitator for certification?
	Yes   FORMCHECKBOX 

No   FORMCHECKBOX 


	
	Recommendations
	

	
	     



Strategic Selling®/Conceptual Selling® Customer Focused Interactions Checkout Form for Coaches
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