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 5.1 – Example Email Requesting Permission for DBS Checks
Subject: Permission to Begin DBS Check
Hi [Name],
I hope you are well.
As your role requires an enhanced DBS check (with barred list check), we need to complete this through our secure system, Online Disclosures. To begin, I will need to enter your full name and email address into the system.
Could you please confirm that you are happy for me to use your personal details in this way so we can start the DBS process?
If you have any questions about the process, or how your information will be used, please don’t hesitate to get in touch.
Data protection note:
Your personal details will only be used for the purpose of carrying out the DBS check. They will be handled securely and in line with data protection legislation (UK GDPR and Data Protection Act 2018). Information will be stored confidentially and only shared with those who need to see it for safeguarding and recruitment purposes.
Kind regards,
[Your name]
[Your position]
[Your club]

