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Tips From Students who Have PASSED

Best answer 4 criteria:
• Ask a question
• Acknowledge
• Transparency
• Client led
------------------------------------------------
To easily recognize the Worst answer 4 criteria:
• Telling
• Leading
• Dismissing or diminishing
• Choosing 
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6. Listens Actively
Definition: Focuses on what the client is and is not saying to fully understand 
what is being communicated in the context of the client systems and to support 
client self-expression

1. Considers the client’s context, identity, environment, experiences, values and beliefs 
to enhance understanding of what the client is communicating

2. Reflects or summarizes what the client communicated to ensure clarity and 
understanding

3. Recognizes and inquires when there is more to what the client is communicating
4. Notices, acknowledges and explores the client’s emotions, energy shifts, non-verbal 

cues or other behaviors
5. Integrates the client’s words, tone of voice and body language to determine the full 

meaning of what is being communicated
6. Notices trends in the client’s behaviors and emotions across sessions to discern 

themes and patterns
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6. Listens Actively – Key Words
Definition: Focuses on what the client is and is not saying to fully understand 
what is being communicated in the context of the client systems and to support 
client self-expression

1. Considers the client’s context, identity, environment, experiences, values and beliefs 
to enhance understanding of what the client is communicating

2. Reflects or summarizes what the client communicated to ensure clarity and 
understanding

3. Recognizes and inquires when there is more to what the client is communicating
4. Notices, acknowledges and explores the client’s emotions, energy shifts, non-verbal 

cues or other behaviors
5. Integrates the client’s words, tone of voice and body language to determine the full 

meaning of what is being communicated
6. Notices trends in the client’s behaviors and emotions across sessions to discern 

themes and patterns
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A. Ask direct questions to prompt the client to clarify their points.  

B. Stay silent and give the client space to gather their thoughts and continue.  

C. Finish their sentences to help them express themselves more quickly. 

D. Encourage the client to move on if they are having difficulty. 

C6
Your client frequently pauses mid-sentence and struggles to articulate their 

thoughts. 

What is the BEST action?
What is the WORST action?
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A. Make a mental note of the contradiction and address it in a later session.  

B. Move on to a different topic to avoid challenging the client’s beliefs.

C. Reflect the contradiction back to the client with curiosity and ask them to explore it. 

D. Point out the contradiction directly and offer possible reasons for it. 

C6
Your client shares a contradictory statement about their values and recent 

actions.  

What is the BEST action?
What is the WORST action?
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A. Choose the issue that seems most significant from your perspective. 

B. Invite the client to prioritize the issues based on what feels most important to them. 

C. Recommend focusing on the issue that you are most experienced in addressing.  

D. Ask the client to write down each issue and then discuss their priority. 

C6
A client shares multiple issues and asks you to decide which one to address 

first. 

What is the BEST action?
What is the WORST action?
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A coach has worked for one year with a client. The client has been identified by their supervisor as a potential leader in 
the organization based on their high-quality work, good relations with peers, and innovative ideas for future projects. 
However, the client rarely speaks up in meetings with senior leaders and when they do, they often downplay or diminish 
their ideas. The client’s supervisor recommended coaching to improve the client’s executive presence, with the ultimate 
goal of developing as a leader in the organization. At the start of coaching, the client was often self-critical. However, the 
client has made tremendous progress in recent months. During their closing session, the coach notices that the client has 
a confident, easy smile. When the coach shares their observation with the client, the client responds by saying, “I feel 
different, empowered, ready to take on new challenges.” The client adds, “And I was just nominated by the CEO to be part 
of a leadership development program for emerging leaders in our company!” 

What is the BEST action? What is the WORST action?

A. Acknowledge the client’s growth in confidence over the past year and invite the client to share how they plan to 
celebrate their selection for the leadership development program.

B. Invite the client to identify challenges they would like to take on next.
C. Ask the client what they may need to maintain their new confidence.
D. Suggest to the client that they extend their coaching engagement to work toward a new goal of being promoted to a 

leadership role.

ICF SAMPLE QUESTION
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A. Keep redirecting the client to the original topic without exploring the cause. 

B. Pause the session and suggest refocusing techniques to the client. 

C. Remain curious and explore what may be causing the distraction. 

D. Allow the client to continue wandering off-topic until they feel comfortable. 

C5
Your client keeps getting distracted and wandering off-topic. 

What is the BEST action?
What is the WORST action?
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A. Encourage the client to take on smaller goals until they build confidence. 

B. Suggest the client avoid making commitments until they are sure of success. 

C. Explore the client’s fears and discuss what support they might need to move forward. 

D. Advise the client to commit fully and push through the fear. 

C8
A client expresses hesitation about committing to their action plan due to fear 

of failure. 

What is the BEST action?
What is the WORST action?
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You are contacted by an HR representative from a large organization where you have 
previously coached other leaders successfully. What additional work are you as a coach 
prepared to accept with this client based on the ICF definition of Coaching?

Select the answer that best aligns with the ICF definition of Coaching? 

A. Work with an individual on their performance improvement plan.

B. Work with a team to improve how they can work more efficiently.

C. Work with the company to set-up their coaching polices and practice.

D. Work with a new group of Managers to show them how to use coaching skills in their role.

0
What is 

Coaching?
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In a coaching session, your client mentions about a big career opportunity that is for 
the taking. The client’s boss has requested that he take a few days to determine if they 
are interested, as it would significantly increase their time commitment and key 
responsibilities. The client is clearly excited about this and is talking about it as if they 
have already decided to take this up. 

What is your BEST response? What is your WORST response?

A. Coaching the client to create next steps and an action plan to move into the role.

B. Coaching the client to find the language and approach to accept the role and negotiate 
best possible deal.

C. Exploring what this new opportunity and role means to the client and how they would like 
to be coached on it.

D. Remind the client that they have other goals that they committed to as well. 

C7
Evokes 

Awareness
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A client admits to being completely overwhelmed by the work project assigned to him. 
The project is due in a week and is nowhere near being ready. He is apprehensive about 
going to his boss, he worries, he might lose his job. 

What is your BEST response? What is your WORST response?

A. What is one thing you can do today to begin to turn this around?

B. What kept you from going to your boss with this?

C. What if you were to ask for an extension?

D. Can you pull in someone else to help you with this and make your deadline?

C7
Evokes 

Awareness
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I C F  S A M P L E  Q U E S T I O N

A client is working with a coach to support them during an important career transition. The client currently holds a 
demanding role as Chief Operating Officer of a company, while also raising two young children and serving as primary 
caretaker for their aging parents, who live with the client. The client recently received job offers from three different 
companies, each requiring the client and their family to relocate. The client comes to the session excited about the new 
job opportunities and hopes to gain clarity through the session on which offer to choose. The client starts by discussing 
the things they are looking for in a new job, energetically listing opportunities for growth, challenging responsibilities, a
talented team to lead, and the potential for travel. When the coach asks what the client’s children and aging parents may 
need in a new community, the client’s excited smile disappears, and they are suddenly quiet. What should the coach do?

What is the BEST action? What is the WORST action?
A. Repeat the question to the client to give them another opportunity to respond to the coach’s inquiry.
B. Ask the client if they are okay to proceed with the session, or if they need a break.
C. Pause for a moment, then share with the client that they noticed a change in the client’s energy. Ask if the client would 

like to explore what they are feeling in this moment.
D. Support the client in weighing the offers they have received by inviting the client to explore each of the characteristics 

they listed for a new job.
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A. Offer to rephrase their goals for them to make it clearer.

B. Suggest a set of common goals that they can choose from. 

C. Ask questions to help the client gain clarity on what truly matters to them. 

D. Advise the client to focus on one area of their life for now and revisit goals later. 

Warm 
up

During a session, your client struggles to articulate their goals clearly. 

What is the BEST action?
What is the WORST action?
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1. Read through the entire handout:
• File: CAP Handout Ethics and Competencies 

2022_V0.1.pdf
• ICF Coaching Definition
• ICF Code Of Ethics
• ICF Core Competencies

2. Highlight items you would like more clarity on.
3. Complete exercises in the CE Learning Pack 2

1. Tips to Prepare for ICF Credentialing Exam
2. Writing SJT Exams


