
International ADHD Coach Training Program

Sample Graduation Application



All graduation application submissions
can take 8 weeks to review. 

We will email you if your application is
incomplete and we need additional
information. Once received, your
application will go to the end of the
queue, and the process will restart with
extra time required for review. 

Gathering the criteria listed on your
Graduation Checklist before accessing
the application will help make the process
smoother with the dates and documents
ready for uploading.  

If uploading from a Google Drive, please
ensure the documents are set to "anyone
can view with a link."

NOTE: Completion of the application
needs to be done in one sitting. 

This Graduation Sample Application is a
reference when preparing to graduate
and completing the graduation
application. 

As you explore this guide, please note the
purple arrows drawing your attention to
key details.

Please note that you are viewing the
Certified ADHD Life Coach, CALC
Graduation Application. All
applications will be similar, with minor
differences in the specific upload
requirements.



"Short answers" allow you to type your
response.

2. Please fill out the first and last you
used to register for your iACTcenter
training.

2a. Please fill out your name as you
would like it to appear on your CALC
graduation certificate. 

Entering your FULL mailing address
lets us know where to send the hard
copy of your graduation certificate.
Please allow for 6-8 weeks after your
application is successful to recieve the
hard copy. Upon being successful with
graduation, you will recieve your digtial
graduation ceritificate via email.  



As an International Coaching
Federation (ICF) Accredited training
program, you must attend and
participate in 80% of the live classes.

As an adult learner, you need to track
your attendance by recording the
dates you attend live and the classes
you view as recorded.  

If you drop below the 80% live
attendance requirement, you must
upload a summary of your learning
from viewing the recording. This spot
will allow you to upload ten files.
 

Below you can see 7b, which will allow
for an additional ten file uploads.

"Add File" will allow you to upload pdf,
word doc, Google Docs or
images/screenshots. You will need to
select "add file" for each upload. 



After completing Foundations,
Growth and CORE, you will receive
an email with the direct link to your
Course Assessment link.

You must complete the assessment
within 30 days after the last class in
that course. 

You will receive an email
confirmation from
assist@iactcenter.com with your
passing score of 80% or higher.

Please email
assist@iACTcenter.com if you need
additional help with locating the
confirmation of these scores. 

If needed, you can retake the test to
achieve an 80% passing score. 

Upload the PDF or screenshot of the email
confirmation with your passing score. 

mailto:assist@iACTcenter.com


Attendance and/or participation are
required to meet the total number of
Coaching Labs required for your
graduation criteria. 

For example, suppose you are
required to attend and participate in 12
Coaching Labs and only attended 6
Coaching Labs live. In that case, you
must complete additional “Brief
Coaching Observation Forms” for
the remaining 6 Coaching Labs you
viewed via recording, this will
demonstrate your "participation."

You must upload the designated
number of Coaching Observation
Forms based on the specific
graduation criteria for your program

*These Coaching Observation Forms
must be completed from your six live
Coaching Labs.

Select "add file" for each Coaching
Observation Form you upload. 

During your training here at the
iACTcenter, track your Coaching Lab
attendance from the beginning of your
training so you can easily add them to
the application. 

*10 files per section

https://learn.iactcenter.com/wp-content/uploads/2023/08/Brief-Make-Up-Observation-Form.pdf
https://learn.iactcenter.com/wp-content/uploads/2023/08/Brief-Make-Up-Observation-Form.pdf
https://learn.iactcenter.com/wp-content/uploads/2023/08/Printable-ACC-Observation-Form.pdf
https://learn.iactcenter.com/wp-content/uploads/2023/08/Printable-ACC-Observation-Form.pdf


You are required to attend the Group
Accountability Program (GAP) live. 

Please check and follow your specific
graduation criteria to meet the
requirement.  

For any missed GAP meeting, you
must submit a summary of the
recording outlining your completions
from the previous month and your
intended goals for the upcoming
month.  

You must select "add file" for each
summary you upload.

Hit NEXT to proceed to section 2 of 5



Scan, screenshot, or upload a pdf of
the front or back of your business card.

"Long answer text" will require you to
write in your answer or copy and paste
it from another document. 

Section 2 of 5: Business Building 

When uploading your landing page, it
does not need to be published or live.
Instead, you can upload a screenshot
of what you have created. 

If you have a live landing page, you
can put the URL in a blank document
and upload that document.

Upload a PDF or screenshot of your
Coaching Fees/packages. You can
upload a blank document with your
URL if your fees are published on your
website. 



When uploading your opt-in, it is
essential to remember that we require
the "Freemium" that someone receives
in exchange for giving their contact
information." 

Note: This cannot be a subscription to
your newsletter or a complimentary
coaching session or the scheduling of
a consultation. 

Please do not upload a photo of your
opt-in button :)  We need to see what
added value you are giving to a
potential client. 

When uploading your Social Media
post to the application, you can upload
a published one or an image of
something you have created.  

The "About Me" and "Blog" do not
need to be live or published; if they
are, you can upload the URL in a blank
document. Otherwise, you can use the
"Add file" to upload a PDF or
screenshot. 

Your Branding board can be uploaded
as a pdf or a screenshot. You can use
software like Canva, adobe or word to
bring your ideas together.  



Section 3 of 5: Logs, Form & Letters 

The iACTcenter requires you to track
your 1:1 and Group Mentoring hours.
Trackers are provided in the
"Coaching Resources" folder in the
"Global Library."

A "Letter of Attestation" means that
you attest to completing the required
mentoring to fulfill your graduation
requirements. An example letter and
the “Mentor Coach Log“ is in the
"Coaching Resources Folder" in your
"Global Library." 

During your training, you will receive
"Written Feedback Forms" from your
Mentor Coaches and other iACTcenter
Faculty.  

Note: Upload the number required for
your programs specific Graduation
Requirements.

The ICF requires the Mentor Coaching
be spread out over a 3-month period.
We ask that you enter your FIRST and
LAST mentoring session.  

https://learn.iactcenter.com/wp-content/uploads/2023/08/Mentor-LetterLetter-heads.pdf
https://learn.iactcenter.com/wp-content/uploads/2022/09/Mentor-Coaching-Log.pdf


You must track the coaching practice
hours you have completed during your
training. 

The number of coaching practice
hours will depend on your training
program; please follow your specific
graduation requirements.

 An example: “Coaching Log" is in the
"Coaching Resources Folder" in your
"Global Library." 

Note: All coaching hours acquired from
the start of an International Coaching
Federation (ICF) accredited training
program count towards your coach
practice hours and credentialing.  

Follow the number of clients required
based on your specific Graduation
Requirements.

Upload a “Client Coaching Hours
Letter of Attestation“ that you have
completed the required "Coaching
Practice" hours based on your
graduation requirements. An example
letter is in the "Coaching Resources
Folder" in your "Global Library."

https://learn.iactcenter.com/wp-content/uploads/2024/03/ICFClientCoachingLogTemplate-4-8.xls
https://learn.iactcenter.com/wp-content/uploads/2023/08/Coaching-Hours.pdf
https://learn.iactcenter.com/wp-content/uploads/2023/08/Coaching-Hours.pdf


You will need to submit a recording 72
hours before your 1:1 mentoring
sessions with your Mentor Coach. For
these sessions, you must have your
client sign a "Permission to Record
Form." This allows permission for our
iACTcenter Faculty to review the
recording. 

Note: Please keep copies of these
forms to be uploaded into your
"Graduation Application" you do not
need to send to your Mentors.  

Complete the 3-hour virtual Online ICF
Ethics Class via the ICF and submit a
copy of the completion certificate or
email. (This is an additional 3 CCE for
you)

https://learn.iactcenter.com/wp-content/uploads/2023/12/ICF-Recorded-Coaching-InstructionsLDF1.24.pdf
https://learn.iactcenter.com/wp-content/uploads/2023/12/ICF-Recorded-Coaching-InstructionsLDF1.24.pdf
https://coachingfederation.org/ethics-cce-course
https://coachingfederation.org/ethics-cce-course


To complete your graduation
application and meet the requirements
for applying for an ICF credential a
"Final Coaching Performance"
evaluation is included in your tuition.
Completed by our ICF-trained
assessor the evaluation will assess the
presence of coaching skills and
competencies demonstrated in your
recording. You will receive written
feedback on the evaluation.
  
To complete this portion of the
application, you will need an up-to-
date and complete, unedited, 30-
minute MP3 recording of your
coaching (video is accepted),
accompanying timed transcript, and a
separate permission to record release
from the client specifically to be
reviewed for the Final Coaching
Evaluation.

Section 4 of 5: Final Performance
Evaluation

https://learn.iactcenter.com/wp-content/uploads/2023/11/PERMISSION-TO-RECORD-SESSION.pdf


Section 5 of 5: Ready to Graduate! 

Congratulations from all of us at the
iACTcenter!

Remember, graduation application
submissions can take up to 8 weeks to
review. 

We will email you if your application is
incomplete and we need additional
information. Once received, your
application will go to the end of the
queue for re-evaluation. 

We thank you ahead of time for
understanding the additional time this
may take to inform you about your
application's status. 

The iACTcenter appreciates your
consideration to share your experience
with potential students who share the
passion for making a living while
making a difference in the lives of
those with ADHD.

As a graduate, we would like to
highlight your accomplishment in our
newsletter and on the iACTcenter
website.  


