Steps to apply for a Club Coach
1. A club with 12 or less members decides to apply for a Club Coach.

2. An application is made in writing (this can be a letter) and sent to (this can be via Email)

· District Governor (John Kay)

· Lt Governor Marketing (Carolyn Phillips)

· District Club Coach (Anne McKinnon)

This letter needs to outline

· Current number of members of the Club (to ascertain eligibility)

· That an agreement has been reached by the Club’s executive to request a Club Coach 

· That the Club will fully support an appointed Coach

· That the Club agrees to work towards attaining a Distinguished Club status for the Club

· Clubs can write their own letter if they choose or follow the example letter (below)
3. Once received the District Chief Coach will work to assign up to two suitable coaches for the Club.
· Clubs can nominate their preferred coach or make suggestions as to coaches they might like to work with. They can peruse a register of potential coaches. The purpose of the register would be to allow you to consider a range of candidates and select up to two that best suits the needs of your Club.
· If your Club has not specified a preference, the District Chief Coach will usually canvass Area Governors, other District officers, and existing registers to find coaches that might be interested.

· Once potential candidates are located, the Club in question will be asked if they are happy with the choice.

4. Once agreed upon, the LGM forwards Club Coach Appointment form to Toastmasters International to have the appointment registered. Club Coaches are uploaded daily onto Toastmasters International website as confirmation: http://reports.toastmasters.org/reports_new/reports.cfm?d=69
Clubs and Coaches will be informed that the appointment is registered.
5. Once finalised, the Coach will be sent a pin and “How to Re-build a Toastmasters Club” booklet. 
6. The Club Coach appointment is deemed to have been successful when the Club reaches Distinguished Club status by June 30, or June 30 of the following year.
	
	Action 
	To whom?
	By whom?

	1
	Club decides to work with a coach
	
	Club with 12 or less members

	2
	Write and send club coach request
	DG, LGM, DCC
	Club requesting coach

	3
	Up to 2 coaches assigned
	
	DCC

	4
	Club Coach Appointment Form submitted 

Names of coaches assigned to clubs listed on TI website

Coaches and club informed
	Toastmasters International

Coaches and club President
	LGM

	5
	Letter of confirmation arrives
	Coaches
	Toastmasters International

	6
	When successfully completed, coaches receive a certificate
	Coaches 
	Toastmasters International


DG= District Governor

LGM= Lt Governor Marketing

DCC= District Chief Coach
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Date: ______________________________________________________
Club Name:__________________________________Club No: ____________ Area: ___________
President’s Name: ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​__________________________________________________
To:  District Governor/ Lt Governor Marketing
Dear ________________________________________________________
RE: REQUEST FOR CLUB COACH

Our club is currently at a financial membership of less than 12 and following discussions with our Area Governor, Name, and a meeting of the Club Executive, we have agreed to request a Club Coach.

We understand that a Club Coach is appointed by you as District Governor and that the coach will work with us as a team to formulate a viable programme for increasing our club membership and retaining existing members. We do believe that our club needs to be revitalized. Whilst we are experiencing challenges we are also committed to improving our club and attaining Distinguished Club status which we understand is the criteria under which the club coaching system operates. We also acknowledge that two coaches may be appointed and whilst they may not be members of our club at the time of appointment, they may join after the official notification of appointment. We understand that it is our role as the Club Executive to work towards the goals set, not just the coaches and that we must carry on in the same spirit of achievement even after the goal is reached.

We have not reached this decision lightly and trust that one or two club coaches will be appointed as soon as possible so that we can formally instigate an action plan together.

Thank you for this assistance.

Yours faithfully

President: _________________________________________________
Copy to: 

Chief Coach, Anne McKinnon, Email: anniemac2@live.com.au
Lieutenant-Governor Marketing, Carolyn Phillips

Email: carolyn_007@hotmail.com
