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Introductions

• Name

• Your relationship to 
Williams

• Someone who 
brought out the best 
in your.  What did 
they do?  What was 
the impact?
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Objectives

• Understand the 
nature and value of a 
coaching orientation 
as a supervisor.

• Develop strategies 
for coaching for
– Engagement,

– Performance, and

– Development/Retention

Norms

• Confidentiality

• Participation

• Listening

• Self‐care
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Agenda

1
• Principles of Coaching

2
• Coaching for Engagement

3
• Coaching for Performance

4
• Coaching for Development and Retention

Principles of Coaching

• Coaching Defined

• Listening Skills

• Powerful Questions
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Coaching Defined

• Coaching vs. direction

• Coaching vs. evaluation

YouWrite the Slide:
Define: Coaching

• Based on the ideas 
we gathered from 
the check in, what is 
your personal 
definition of 
coaching?

Coaching for Supervisors 
Page 4



Coaching Defined 

Write your personal definition of coaching. 
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Characteristics of a Helping 
Relationship

• Listening attentively

• Understanding the other person's point of 
view

• Accepting the person non‐judgmentally

• Caring enough to be committed and involved 
(but not overly involved)

• Being genuine.

LISTENING SKILLS
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Dangers of Advice Giving

• You know how advice is. You only want it if it agrees with what you 
wanted to do anyway.

‐John Steinbeck
• Advice is effective if:

– The person you’re talking to knows what the problem is
– The person you’re talking to has communicated the real problem
– You have the needed advice
– The person you’re talking to will accept the advice coming from you
– The person you’re talking to follows through on your advice

In other words … hardly ever.
AND

Advice giving does NOT increase the person’s resiliency or capacity.

Creating a container

• The more intense or difficult a conversation is, the stronger 
the container must be.

• Consider:
– Privacy
– Lack of distractions
– Time bound
– Norms

• Confidentiality
• “I” statements
• Describing behaviors, thoughts, and feelings, not labeling the other 
person

• No interruptions
• Volume and gestures moderate
• Time outs
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1 Mouth, 2 Ears

• Minimal Encouragements
– Echoing words or phrases
– Verbal cues that you are listening “Oh?”, “Mm hmm”, 
“Right.” etc.

– “Is there more about that?”

• Open‐ended questions
• Body language

– Non verbal cues that you are listening
– Subtly mirror body language.

• Pauses

Summarizing for Understanding

• Summarize

– I hear you saying X.  Am I getting that right?  Is 
there more about that?

– When there is no more, summarize everything 
they’ve said.
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POWERFUL QUESTIONS

Powerful Questions

• Open ended

• Make the person think

• Break habits of limited thinking

• Open up new choices
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Powerful Questions

Anticipation
What is possible?
What if it works out exactly as 
you want it to?
What is the dream?
What is exciting to you about 
this?
What is the urge? What does 
your intuition tell you?

Assessment
What do you make of it?
What do you think is best?
How does it look to you?
How do you feel about it?
What resonates for you?

Clarification
What do you mean?
What does it feel like?
What is the part that is not yet 
clear?
Can you say more?
What do you want?

Elaboration
Can you tell me more?
What else?
What other ideas/thoughts/
feelings do you have about it?

Powerful questions are provocative queries that put a halt to evasion and confusion. By asking 
the powerful question, the coach invites the client to clarity, action, and discovery at a whole 
new level. As you can see from the following examples, these generally are open-ended 
questions that create greater possibility for expanded learning and fresh perspective.
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Evaluation
What is the opportunity here? 
What is the challenge?
How does this fit with your 
plans/way of life/values?
What do you think that means?
What is your assessment?

Example
What is an example?
For instance?
Like what?
Such as?
What would it look like?

Exploration
What is here that you want to 
explore?
What part of the situation have 
you not yet explored?
What other angles can you 
think of?
What is just one more 
possibility?
What are your other options?

For Instance
If you could do it over again, 
what would you do 
differently?
If it had been you, what would 
you have done?
How else could a person 
handle this?
If you could do anything you 
wanted, what would you do?

Fun as Perspective
What does fun mean to you?
What was humorous about 
the situation?
How can you make this more 
fun?
How do you want it to be?
If you were to teach people 
how to have fun, what would 
you say?

History
What caused it?
What led up to it?
What have you tried so far?
What do you make of it all?

continued >>
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Implementation
What is the action plan?
What will you have to do to get 
the job done?
What support do you need to 
accomplish it?
What will you do?
When will you do it?

Integration
What will you take away from 
this?
How do you explain this to 
yourself?
What was the lesson?
How can you make sure you 
remember what you have 
learned?
How would you pull all this 
together?

Learning
If your life depended on taking 
action, what would you do?
If you had free choice in the 
matter, what would you do?
If the same thing came up again, 
what would you do?
If we could wipe the slate clean, 
what would you do?
If you had it to do over again, 
what would you do?

Options
What are the possibilities?
If you had your choice, what 
would you do?
What are possible solutions?
What will happen if you do, and 
what will happen if you don’t?
What options can you create?

Outcomes
What do you want?
What is your desired outcome?

Co-Active Coaching (3rd ed.) © 2011 by Henry Kimsey-House, Karen Kimsey-House and Phillip Sandahl. Permission is hereby 
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If you got it, what would you 
have?
How will you know you have 
reached it?
What would it look like?

Perspective
When you are ninety-five years 
old, what will you want to say 
about your life?
What will you think about this 
five years from now?
How does this relate to your life 
purpose?
In the bigger scheme of things, 
how important is this?
So what?

Planning
What do you plan to do about it?
What is your game plan?
What kind of plan do you need to 
create?
How do you suppose you could 
improve the situation?
Now what?

Predictions
How do you suppose it will all 
work out?
What will that get you?
Where will this lead?
What are the chances of 
success?
What is your prediction?

Resources
What resources do you need to 
help you decide?
What do you know about it now?
How do you suppose you can 
find out more about it?
What kind of picture do you have 
right now?

What resources are available 
to you?

Starting the Session
What’s occurred since we last 
spoke?
What would you like to talk 
about?
What’s new/the latest/the 
update?
How was your week?
Where are you right now?

Substance
What seems to be the 
trouble?
What seems to be the main 
obstacle?
What is stopping you?
What concerns you the most 
about . . . ?
What do you want?

Summary
What is your conclusion?
How is this working?
How would you describe this?
What do you think this all 
amounts to?
How would you summarize the 
effort so far?

Taking Action
What action will you take? 
And after that?
What will you do? When?
Is this a time for action? What 
action?
Where do you go from here? 
When will you do that?
What are your next steps? By 
what date or time will you 
complete these steps?

Powerful Questions, continued

>> page 2
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YOUR TURN!

Peer Coaching Exercise

• Groups of 3
• 3 Roles: Coach, Coachee, Observer

– Coachee: choose a management issue you could use some 
help on.  Talk about it with your coach.

– Coach: For 5 minutes, use listening and powerful questions 
to help the coachee explore the issue

• No advice
• Don’t worry about getting to an action plan

– Observer: Using the worksheet, give the coach 1 minute of 
feedback

• What did they do especially well?
• What would you recommend they try in the future?

• Rotate roles
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Agenda

1
• Principles of Coaching

2
• Coaching for Engagement

3
• Coaching for Performance

4
• Coaching for Development and Retention

Engagement
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Drive

Autonomy

• People perform 
better when they can 
choose:
– Task – what they do

– Time – when they do it

– Team – who they do it with

– Technique – how they do it
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Mastery

• “Even in low‐autonomy 
jobs, employees can 
create new domains for 
mastery.”
Example: Office 
maintenance person

• Mastery mindset:

– Incremental theory of 
intelligence

Mastery

Mihaly Csikszentmihalyi: The Flow State
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The Mastery Mindset

• Basic beliefs that support us in obtaining 
mastery:

– We can get smarter

– It will get tough, but we’ll hang in there

– It will never be perfect

– Prizes learning goals over performance goals

– Welcomes effort as a way of improving at 
something that matters.

Purpose

• “Humans seek … to be 
part of a cause greater 
and more enduring than 
themselves.”

• “Williams seek to provide 
the finest possible liberal 
arts education by 
nurturing in students the 
academic and civic 
virtues, and their related 
traits of character.”
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Your Turn!

• Form 3 Groups

– Autonomy

– Mastery

– Purpose

• Individually, complete a worksheet

• As a group, discuss what you learned

• Choose someone from your group to debrief 
to the large group

Coaching for Supervisors 
Page 18



Working with Autonomy 

How would you describe the level of autonomy of your team? 

 

 

 

 

 

 

What are the organizational obstacles you see in granting your employees more autonomy? 

 

 

 

 

 

 

Do you have any anxieties or fears about what would happen if you granted your team greater 
autonomy?  What are they?   
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Skim the options for increasing autonomy in your workplace on pp. 162-174.  Create a plan for 
implementing one of them, or develop a plan based on your own ideas. 
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Helping Your Employee Experience Mastery 

1. Describe your employee’s finest hour – a moment when they were at their best. 
(Tip: Make sure your employee knows that you noticed this and appreciate it.) 

2. What strengths or aptitudes did they show?  

3. What can you do to help them create another experience of mastery? 

4. How can you adjust their role and responsibilities so that they play to the employee’s 
strengths? 

5. What elements of the “mastery mindset” does the employee already have (see pp. 
118-125)?  What elements may they need to develop?   
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6. Based on the information above, create a plan for helping your employee have more 
experiences of mastery. 
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Connecting Your Employee’s Work with Purpose 

What would happen to your team if your employee’s position suddenly ceased to exist? 

 

 

 

 

How would your team benefit if your employee had consistently high performance?   

 

 

 

 

Who are the people that benefit from the services of your employee?  What are the different 
ways in which they benefit?   

 

 

 

 

Using your answers to the questions above, write one sentence that reflects your personal 
sense of the mission of your employee. 

 

 

 

 

Continued overleaf …
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What is the link between this employee’s work and Williams College’s Mission “to provide the 
finest possible liberal arts education by nurturing in students the academic and civic virtues, 
and their related traits of character.” 

 

 

 

 

 

How can you help your employee connect their work to an important purpose? 
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Agenda

1
• Principles of Coaching

2
• Coaching for Engagement

3
• Coaching for Performance

4
• Coaching for Development and Retention

Coaching for Performance

• Basic Principles

– Factors influencing performance

– Using the Socratic method

• 5 Steps
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Factors Influencing Performance

• Focus on these 
factors, rather than 
trying to change the 
person.

• Complete the 
worksheet and 
develop an action 
plan
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16 Reasons They’re Not Doing What They’re Supposed to Do 

Adapted from Coaching for Improved Work Performance by Ferdinand Fournies 

 Could this be 
an issue? 

 
Yes No 

Don’t 
Know 

1. They don’t know what they’re supposed to do.    

2. They don’t know how to do it.    

3. They don’t know why they should do it.    

4. They think they are doing it, but they are not.    

5. There are obstacles beyond their control.    

6. They think it will not work.    

7. They think their way is better.    

8. They think something is more important.    

9. There is no positive consequence to them for doing it.    

10. There is a negative consequence to them for doing it. 
(i.e. they’re punished for doing what they’re supposed to 
do.) 

   

11. There is a positive consequence to them for not doing it.    

12. There is no negative consequence to them for not doing it. 
(i.e. they get away with it) 

   

13. Personal limits (capacity)    

14. Personal problems    

15. Fear  
(i.e. they have negative predictions about doing what they’re 
supposed to do, even if they’re unrealistic) 

   

16. No one could do it.    
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Action Planning 

1. For those factors that you answered “Don’t Know”, how will you find out? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. For those factors that you answered “Yes”, what changes can you make that would 
change your answer to “No”?  
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Using the Socratic Method

• Structured line of questioning designed to 
help employee recognize the problem with 
their performance.

• “Thought transmission.”

• Ex: Fournies 168‐172
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168 Coaching for Improved Work Performance 

3. No (or delayed) raise 
4. Loss of perks (specify) 
5. No opportunity for promotion 
6. Demotion 
7. Termination 

Some managers don't want to list termination as an alternative. 
That's okay, but it means that when, after all your coaching efforts, the 
employee either by action or by saying so tells you to get lost, you will 
have to live with the problem. Fortunately if you use thought transmis­
sion correctly with the items in the second box, 95 percent of employees 
will agree there is a problem. Sometimes in the high-tech business world 
you will have a techie you can't live without but who breaks all your rules. 
It is up to you to answer that first question, "Is it worth my time and 
effort?" 

Ninety-five percent of those who did not agree there is a problem 
after discussing the results of the thing done wrong will agree there is a 
problem when they understand the consequences to them if they don't 
change their behavior. 

In the last box of the Coaching Discussion Plan write what you want 
performance to look like when it is done correctly. Obviously it should be 
related to what you wrote in the first box. In our example you might write, 
"She will work on work according to the assigned priority and finish pro} 
ects on time." 

· Your next step is to have a coaching discussion. Following is an 
example of how the coaching discussion will proceed. It is important to 
remember that this is a discussion: two people are participating in a con­
versation. You are not lecturing someone. It is also important that you 
don't answer your own questions. Frequently employees have learned 
that if the boss asks them a question and they don't answer it, the boss 
answers his or her own question. Don't do that When you ask a question 
wait for the answer. If after 15 minutes the employee does not answer, say, 
"Do you want me to repeat the question?" 

Your coaching discussion would proceed something like this: 

!You: Do you lrnow why I called you in? (Always start with this ques­
tion to get their attention.) 

Her: No. 

F 
Olscussion 169 

. . The Face-to- ace 
coachl09· 

,1:r h a problem. 
~"e~ h'h · blem? · ·tywork when ig · 

~;:~ ~::~:odo wi~ yo~ wo~ki;: ~::·:~::t it twice in the last 
. rity work is assigne . 

pno . talked that I have a lot 
month. . I told you the last trtne ;1e uld be able to 

Her: Oh, ~ata~ai~o and feel as a profess1onal I I~\m not a child. 
of thmgs o k I do in what order. After a 
choose what wor 
B t I will take care of it. . " ·11 take care of it." You have 

u ty promise I W1 h you work Yi . (Ignore the emP kn what happens w en 
ou. heard that before.) Do you . ': . ority work is assigned? 

on low-priority work when h1g -~~ think should be done. 

Her~ YiLoes,kl ~ 1t ~ l:eo~:;:::s~::::o you ~~n thg ::~:~:~!t;~~~ 
You. o , . ·ty Ifyouarewonuu 1...:ng on 

h' cb are bigh pnon . . . d are you worNJ.J. 
w 1 i.:"h-priority work is assigne , . ed work? (You are 
when UJ.6 ki n your assign t 

·gned work or not wor ng o ds you want to come ou 
asst . · The soun k ,, To 

. thought transnuss1on. . on assigned wor . 
usmg "I'm not working 'th two alter-
of her mouth are stion which ends WI ) 

,:sh that, ask her a que ·t She has to pick one. 
accompu d ·ts 0 ppos1 e. . 
natives: the one you want an _ 1 ed work. But I'm working on a 

' not working on assign 
Her: Well, I mth things I think are important ttenti.on to the rest.) 

lot of o er ted· don't pay a 

You: ~;~:~~::::::::::ed ;:::h:; ::: ;!:"~!; ~~ 
ou following the ass1gne edule? (Notice how the oppos1 e 

y . the assigned work sch . d "work on schedule or 

1~::ative is said completely.! i:~.~:~ You don't want that.) 
not" the answer you would t hedule is not being followed. 

' . 1 the assigned wor sc . d work schedule, are 
Her: ObVlOUS y, d n't follow your ass1gne t likely fin-

. ht: When you o . d time or mos 
You: ~!r pro1ects most likely !~~:m;; likely" because some of 

ished late? (You use ~e 
' i::nlshed on trtne.) 

them are w.u t ·t 
d'd task Trea l 

Her: I don'~ c~~swered a question which_ you ~e :~estio~ I asked 

You: th(Shte :a~r) I didn't ask you that ques~o\d work schedule, are 
a ,. d 't follow your assign 

was when you on 
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170 Coaching for Improved Work Performance 

rohurdp]rojects most likely finished on time or most lik 1 fin 
1s e ate? e y -

Her: Some of them are finished late 
You· Th t' · h · . a s ng t. (Notice that you are reinfi . 

When you finish your projects late ar orcmg co~rect answers.) 
your work able to do th . k' e other people who need 
delayed? e1r wor or is the work of others 

Her: (silence) 

H
You: Do you want me to repeat the question:> 

er; Delayed. · 

You; Correct When you delay the work of . 
vice or is that bad service? others ts that good ser-

Her: I suppose they think ·t. . 
Yi Ri 1 IS poor serVJce 

ou: ght. As you know. the work we d · 
ucts for our custo~ers If o eventually becomes prod-
delays delivery of prod~ct =~!~la: !e wo~k of others which 
bad service? ' g O service to customers or 

Her; Bad service. 

You: Right. When our customers get bad ser . . 
they ignore that or do the b th vtce or late deliveries do 
tion? Y uy e product from our competi-

Her: I don't know. 
You: Guess. 

Her: ~ey probably buy from our comp titi 
You· Right Wh e on. · · en we lose customers t . . . 

retained or is revenue lost? o competition, is our revenue 
Her: Revenue is lost 

You; Right. (You just :finished communica . 
done wrong, so ask the big ti ) ting the results of the thing 
a problem? ques on. Now do you agree there is 

Her: Yes. 

Hooray! you just got through the fir . 
Problem exists. You don't need to use th st. step, ge~ing_ agreement that a 
consequences if it does not sto" N e information m box number 3, 
th h. . Y· ow you are ready for th d e coac mg discussion (Fig 10 1 . . e secon step of 
· · · , page 157) which all mg alternative solutions Yiou b . th IS mutu y discuss-

. · egm at step by a kin "H gomg to correct this problem?" s g, ow are we 

Coaching:The Face-to-Face Discussion 171 

But what if this employee hadn't agreed there was a problem and 
responded like this: 

Her: Well, I understand those things happening but I think I am a 
good worker with a broad picture of what is going on around 
here and I think of myself as professional who should have 
some freedom of choice in how I schedule my work. 

You didn't get agreement, so move on to the consequences to her if 
she does not correct the problem. 

You: Do you know what is going to happen to you if you continue 
to work on low-priority work when high-priority work is 
assigned? 

When you ask this question sometimes the employee will say, "You 
can fire me." If you would not do that, say, "No, I wouldn't; what else?" 
If you have listed termination as a consequence, say, ''You're right. I 
need someone in this job who will do what needs to be done and I wish 
it were you; what else?" If the employee says, "If you fire me, there is 
nothing else," you may reply, "Before we fire you what might happen to 
you?" 

Her: You will probably keep hassling me. 

Your first reaction to this response probably is to defend yourself. 
Don't bother. Only pay attention to responses which will advance the 
coaching discussion. 

You: I.a.st year you said you like the projects I give you because they 
are creative and interesting. If you continue to work on low­
priority work when high-priority work is assigned, will you con­
tinue to get the interesting projects or will I give them to 
someone else? 

Her: You mean you will not give me any more creative project work? 
You: Right. Also what do you think will happen to your appraisal rat­

ings? 
Her: You will probably give me a low rating. 
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172 Coaching for Improved Work Pert ormance 

You· Right If . . you get a low appraisal ratin h . next raise? g, w at will happen to your 

Her: You mean you will not . . You: Right O give me a rruse because of th. ? 
: ne of your perks is going to the . is. 

meetings. Do you think .
11 

. regional customer 
. you wi continue to tte d th 
mgs or will I send someon 1 ? a n ose meet-

Her You will e e se. Y4 . probably send someone else 
ou: ~ght. H you don't work accordin . . 

will you be recommended for ro g ~ the assigned priorities, 
for promotion? P motion or not recommended 

Her: You will probably not reco You: Right Wi h mrnend me for promotion 
. e ave people in lower 1 1 . b . 

have your job. Do you think . e~e JO s who would like to 
be demoted? you will keep your job or will you 

Her Wi Id . . ou you demote me over this? 
You: Right. Neither you nor I ha . · b h ve a contract which s . 

a ~o ere forever. H you don't follow . . _ays. we wtll have 
will you be here as long a the pnonties m your work 

Her: You mean you would fir s you want or will you be terminated? 
e me over this? · 

Every time the consequence of firin 
statement, "I need someone in th t . b g coi:nes up always repeat the 
and I wish it were you." a JO who wrll do what has to be done 

By now you might have conclud d th 
conversation. Well, you are right N e at she feels threatened by this 
between you actually threatenin~ t~v~th~es~, there is a clear difference 
recognizing the consequences of her e er JO~ away from her and her 
ally do not work. Sometimes the th ~wnb dehavwr. Threats, per se, usu­
ignation on the spot H te . r~a ene worker responds with a res-
co . rmmation of emplo . 

nsequence of the employee' . yment is a realistic 
behavior)' then it is importan: ~:;ti:!~cto~y behavior (self-destructive 
aware of that consequence. People are fry fair) that he or she be made 
as they are aware of the consequences of: to ac~ as th~y choose as long 
that your workers accept responsibility D that ~ction. It is only reasonable 

or err own behavior. 

You: Right I d . . nee someone m that 'ob . 
done and I wish it were J who will do what needs to be 
lem? you. ow do you agree we have a prob-

L:._er: Yes. I agree. 

Coaching: The Face-to-Face Discussion 173 

Hooray! You just completed the first step of the coaching discussion. 
An interesting point you might raise here is why we pursued this so 

far, when, in the beginning of this discussion, the employee indicated her 
willingness to correct it. I can explain by asking you: "If someone is doing 
something inappropriate now, and she does not think it is a problem or 
important, what makes you think she will begin to do it appropriately? 
Also, she probably told you several times before this discussion that she 

would correct the problem. 
A common manager's complaint is that employees frequently prom-

ise to eliminate a nonperformance problem, but they don't. The only 
short cut to step number 1 getting agreement, is if you called somebody 

in and the discussion went something like this. 

You: Do you know why I called you in here? 
Employee: Yes, I believe you called me in because I have been late 

with my projects. I know it creates a problem to the peo-

ple I service. I am going to correct it 
You: Do you agree that it's a problem? 

Employee: Yes, I agree that it's a problem, and I am going to work 
according to the assigned priorities. 

Hooray! You just :finished step 1, getting agreement that a problem 

exists, and you are ready for step 2. 
One good question that may occur to you is: ''What do you do if you 

can't get an employee to agree that a problem exists?" This will rarely 
occur if you have done your homework before beginning the coaching 
discussion. If it does occur, however, it is likely that it will have happened 

for these reasons: 

1. You are not dealing with a behavior. 
2. What you are dealing with isn't really important. 
3. It is important, but you have not identified all of the results and 

consequences under categories 1 and 2. 
4. You are trying to get the employee to recognize unrealistic conse-

quences or hypothetical consequences, which are not likely to 

occur. 5. You are not using thought transmission; instead of the conse-
quences being verbalized by the employee, you are verbalizing 
them, and the employee is nodding his or her head or merely say-

ing yes or no. 
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5 Step Method

1. Getting Recognition that a problem exists

2. Mutually discuss alternative solutions

3. Mutually determine which solution to 
implement

4. Follow up to insure solution is implemented

5. Reinforce any achievement

Agenda

1
• Principles of Coaching

2
• Coaching for Engagement

3
• Coaching for Performance

4
• Coaching for Development and Retention

Coaching for Supervisors 
page 33



Coaching for Retention 
and Development

• 9 Box

• The Stay Interview

9 Box
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Stay Interview

• Interview with a valued
employee to:

– Identify factors that keep
the person there

– Identify factors that could
cause the person to leave

– Gather information that
could be used in a
retention plan

Your Turn

• Pair up

• Read the questions

• Do a stay interview
on your partner

• Switch!
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Identifying High Potential Employees 

 

Name:       

 
Question Yes No 

1.  Does this person have a proven track record for accomplishing 
impressive results, not just meeting expectations? 
 

  

2.  Does this person take charge and make things happen, or sit 
back and let things happen before producing? 
 

  

3.  Does this person inspire confidence in his or her decision 
making? 
 

  

4.  Can this person lead through persuasion and influence? Can he 
or she serve as an effective sounding board to others who are 
struggling with complex issues? 
 

  

5.  Do others trust this person to lead projects and teams, even 
though he or she doesn’t have a leadership title? 
 

  

6.  Does this person have an understanding of how to separate 
“what” from “how”? An awareness that establishing the 
destination before deciding on the mode of transportation is 
essential? 
 

  

7.  Can this person see the big picture? Are priorities apparent, or 
does she or he become mired in the details and tactics? 
 

  

8.  Do obstacles stop this person? Or do they represent challenges, 
not threats? 
 

  

9.  Can this person manage multiple shifting, complex priorities?   

10.  Can this person adapt quickly to change? 
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Resources and Next Steps

• Program Page

Kevin R. Thomas
Manager, Training & Development

x3542
Kevin.R.Thomas@williams.edu

• Program evaluation link will be sent by email.
• You’ll get a link to a course page with all the materials.
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