
Session 
booked via 
Calendly 

System changes session 
status to 'completed'  

Session 
attended

Can the particpant 
re-book the session? i.e 

not 'spent'

Yes

No

Was the 
session cancelled via 

the Calendly 
link?

No action 
required by 

Coach

Yes

System 
changes 
session 

status back 
to 'Pending' 

No

For 'Late 
Cancellations' - Coach 

sends message to 
Coaching Team

Coaching Team manually 
changes session status to 

'Late Cancellation'  

No

Was this a 'No 
Show'? Yes

 Coach messages 
Coaching Team

Coaching Team manually 
changes session status to 

'No Show'  

No

Particpant 
emailed coach to 
cancel session

Coach cancels 
session on 
Calendly

Requests for spent sessions to be be reinstated -> Coach or Particpant to contact the coaching team to review

Yes

Partipant and 
Coach to 

reschedule 
session

Coach 
Actions

Coaching 
Team 

Actions

KEYProcess for cancelled sessions


