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 4.1 – Example Reference Request
[Your name]
[Club name]
[Today’s date]
Dear [Referee’s name],
Re: [Applicant’s name] – Application for the role of [Role Title]
The above-named person has applied for the position of [Role Title] with our club and has listed you as a referee.
I would be grateful if you could provide a reference by completing one of the following options, depending on your relationship with the applicant:

Option A – Basic Work Reference
· Position held at your organisation:
· Dates of employment:

Option B – Detailed Work Reference
· Position held at your organisation:
· Dates of employment:
· Main duties and responsibilities:
· Salary:
· Sickness or absence record*
· Any current, relevant disciplinary records:
· Reason for leaving employment:
* Please do not include absences related to disability or to parental rights (e.g. maternity leave).

Option C – Character Reference
· Your relationship to the applicant:
· How long you have known them:
· Comments on their character, strengths, and personal qualities:
· Suitability for the role of [job title]:

Please also feel free to include any additional comments that you believe may be relevant to the applicant’s suitability for this position.
Completed references can be returned by replying directly to this email: [insert email address].
Thank you for taking the time to provide this reference. Please be assured that all information will be treated in strict confidence.
Yours sincerely,
[Your name]

