Please note:
This template is designed as a guide and starting point for creating a bespoke document tailored to your club. It is not intended to be a complete or exhaustive list. Feel free to edit, remove, or add content as appropriate for your club’s specific needs.
For further advice, contact: clubdevelopment@swimming.org

Template 2.1 – Example application form
Application for Employment - (Confidential – For recruitment purposes only)

Return this form to: __________________________
Reference No: __________________________
Position Applied For: __________________________

1. Personal Details

Title: __________________________
Full Name: ______________________________________________
Address: ___________________________________________________________
            ___________________________________________________________
Email: _____________________________________
Telephone (landline): ________________________
Telephone (mobile): _________________________
National Insurance No: _______________________
Do you hold a current driving licence? ☐ Yes ☐ No
Do you have the right to work in the UK? ☐ Yes ☐ No
If No, please give details: _____________________________________________
Preferred working arrangement (tick): ☐ Full-time   ☐ Part-time   ☐ Job share
If part-time or job share, please state preferred hours: _______________
2. Education
	Institution (School/College/University)
	Qualification(s) obtained
	Year completed

	
	
	

	
	
	

	
	
	



3. Employment History
	Employer
	Job Title & Main Duties
	Dates Employed
	Reason for Leaving

	
	
	
	

	
	
	
	

	
	
	
	


If you would continue any current employment alongside this role, please provide details: ____________________

4. References
Referee 1
Name: ____________________________
Organisation (if applicable): ____________________________
Address: ___________________________________________________
Email: ____________________________   Telephone: ____________________

Referee 2
Name: ____________________________
Organisation (if applicable): ____________________________
Address: ___________________________________________________
Email: ____________________________   Telephone: ____________________

5. Professional Memberships
Please list any memberships of professional bodies (including grade and details): 
____________________________
6. Personal Development
Include courses, voluntary work, memberships, or responsibilities relevant to this role: 
______________________
7. Data Protection Statement
The information collected in this form is required for recruitment purposes and may be verified with referees and educational institutions. All information will be treated in strict confidence and in line with current data protection legislation.
If successful, this information will also be used for the administration of your employment and may be retained in connection with any legal challenge concerning the recruitment process.
For further information, please refer to the club’s Privacy Policy [insert link].
8. Declaration
I confirm that the information provided is complete and accurate. I understand that false or misleading information may result in withdrawal of an offer or termination of employment.
I acknowledge that any offer of employment is subject to satisfactory checks including references, right to work, criminal convictions (where relevant), probation, and medical assessment (in line with the Equality Act 2010).

Signed: ______________________________
Date: ______________________________
(You may attach additional sheets if required, clearly marking the continuation page.)
Interview Requirements
If invited to interview, you must bring two original documents to verify your identity and right to work in the UK. A full list will be provided in advance.
You will be required to show proof of:
• Full name
• Photo identification
• Date of birth
• Current address
• Right to work in the UK
• Qualifications/professional registration (if required)
• DBS check documents (if required for the role)
