Monthly Coach's Report

Why do a monthly report? 

1. It is a primary means of communication between you, your staff, and the people you work for. It lets everyone know at a glance where the program is. 

2. It analyzes your program's progress toward its Values, Vision, Mission statement.  

3. It represents unabashed accountability -- it shows that you have a partnership with the people you work with and for and that you are accountable to them for the growth of your program.  

4. It outlines the course for short term future action. (Long term action is outlined in your Values, Vision, Mission statement.) 

5. It documents your progress in a way that you can use in future negotiations.  

6. It builds confidence in you from the people you work with.  

7. It helps you build confidence in yourself. 

Who is the monthly report for? 

· First of all, it is for you; strive to please yourself first with the content and form of your monthly report.  

· It is for your staff; use it to inform and motivate them -- ask them to do monthly reports to you.  

· It is for your employer; use it to improve the perception of you as a CEO type coach.  

· It is for others who don't expect to get a monthly report from you; send one to the facility manager, the parks and recreation director, the athletic director, the councilman in your district, and the mayor. Why? You want them to know that you are more than "just a coach", that you are a professional administrator. It also can help build a political base of support when more pool time or community funds are needed. (Don't forget to enclose a short personal note.) 

How is the monthly report written and what information should be included? 
The report should be under four pages and be primarily comprised of data in outline form. People want to "scan" a report to pick out the major points and do not want to wade through paragraph after paragraph looking for details. 

Reports should include objective data in summarized outline form as well as short narratives to explain important objective data. 

It might also include personal subjective comments -- this adds a bit of your personality to the report and makes for better reading. However, keep the length of narrative to a minimum. 

The areas to include in your monthly report include: 
· Numbers report. How many participants are in your program? How many did you have last year, last month? What is the progress toward your goals? If it is broken down by age and sex you can project future weaknesses in older age groups. 

· Time standards. How many swimmers do you have with National time standards, Junior  time standards, national reportable times, AAAA, and so on? How does this number compare to last month, last year, this year's goal? 

· Meet results. How many meets did the team participate in? How many swimmers, how many swims, how many best times? What was the best time percentage and how does that compare with the average best time percentage for that type of meet? 

· Publicity. How many column inches of newspaper space, how many photos, how many radio PSA's, how many TV spots? What is the year to date total, what is your goal, what was last year's total? 

· Financial. Include only the bottom line summary here. Attach a complete budget sheet if necessary. 

· Travel. List upcoming meets and brief information on each. Attach additional information if necessary. 

· Special Projects. Brief summary of current projects. 

· Staff notes. Add a brief narrative on any pertinent information. 

· Workout Schedule/Notes. Include reminders of schedule changes. 

· Monthly Goals. This may be the most important part of the report. This is where you tell everyone what you had hoped to get done for the month, what was actually accomplished, and your goals for the next month. Try to write your goals in "hard language" -- a way that requires an objective result. For example, write "Swim 60% or better best times at the Eastside Invitational". If you write your goal this way it is easy to measure accomplishment. If, however, you write, "Swim well at the Eastside Invitational", how do you measure success? What does "swim well" mean? Not every goal will be so easily quantifiable, but whenever possible try to make them so.

The last point to make is that these monthly goals are derived directly from your team’s long range goals. Each month is a step toward some vision that you and/or others have set for your program. If monthly goals are not related to that vision, then you are not moving in the right direction. 

