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 3.1 – Planning Interviews and Example Questions
Interviewing Job Applicants
Once you have shortlisted candidates for interview, it is good practice to prepare a consistent set of questions in advance. These should focus on the role requirements and must not discriminate in any way. Wherever possible, interviews should be conducted by more than one person to reduce the risk of bias or discrimination.
Checking for Reasonable Adjustments
By law, you must ask all candidates whether they require any reasonable adjustments to attend and fully participate in the interview. Examples include:
· Ensuring the interview venue is wheelchair accessible
· Providing interview questions in advance to support neurodiverse applicants
· Allowing extra time for a written test where appropriate
· Arranging a sign language interpreter for candidates who are deaf
During the Interview
To ensure fairness and consistency:
· Ask each applicant the same core questions where possible
· Create a welcoming environment (offer a drink, ensure the room temperature is comfortable)
· Begin by thanking the applicant, introducing the interview panel, and explaining the process (e.g. who will ask questions)
Example Questions
1. Tell us about a time you had to adapt to a difficult situation in your previous role. How did you handle it?
2. What do you consider your most significant work-related accomplishment to date?
3. Describe a time you worked successfully as part of a team. What was the outcome?
4. How do you see the differences between leadership and management?
5. Do you have a coaching philosophy? If so, what is it?
6. What challenges do you think young people face today, and how does this influence your approach?
7. What would you do if you were concerned about a safeguarding issue involving a young person in the club?
Holding Interviews Online
If interviews are conducted online, make sure that:
· The process mirrors your in-person interviews as closely as possible
· Candidates have access to suitable technology and software
· You have a backup plan in case of connectivity issues
· You obtain explicit permission before recording any online interview
At the End of the Interview
Always:
· Ask the applicant if they have any questions
· Explain when and how they will be informed of the outcome
· Provide details on how they can follow up with further questions
· Outline what kind of feedback they can expect, and how it will be given
Data Protection
If you take notes or make recordings during interviews, you must:
· Store them securely and confidentially
· Comply with data protection legislation, including respecting the candidate’s right to access or request deletion of their data

