


January 29, 2012

Dear SBSC Employee,

It is time to begin planning another summer season at Sunnybrook Swim Club!  The managers and I hope that you are interested in returning as part of our staff.  Enclosed is an Application for Summer 2012 Employment as a lifeguard, gatehouse attendant, swim lesson instructor or snack bar attendant.  Please complete this form indicating your employment preference in order (with ‘1’ being your first choice).  You will be considered initially for your first choice, and will only be considered for your second choice if your first choice is not available.  Also enclosed you will find an employee data sheet and a W4 form.  Make sure to note your vacation schedule or sports camp schedule if you already know it.  Please send the completed forms as soon as possible to:

Devika Gill
22 West Oak Avenue
Moorestown, NJ   08057

All paperwork (including completed working papers) must be completed and sent back to me by March 15, 2012.  Applications received after this date will only be considered if there are still open positions.

New this year – The official date that I receive your application is the date on which I receive all of your paperwork.  All paperwork includes:  application, data form, W-4 form, working papers and copies of your lifeguard certifications (only exception will be if not yet completed your certification).

A few things to note:

· Lifeguards must be at least 15 years of age and snack bar and gatehouse attendants must be at least 14 years of age.
· All full time guards will be expected to be available for approximately 30 hours per week, and must be available to work the ENTIRE summer, except for up to two weeks of approved vacation time.  In addition, employees may also be excused for scheduled activities for high school athletic teams or if you are leaving for college.  I urge you to not request a full time schedule if you cannot meet these requirements.
· Part time guards should expect to be available for approximately 20 hours per week.
· All employees are expected to be available on weekends beginning Memorial Day Weekend to help staff the club.
· There will be hours available after school in May for anyone who can help to prepare the Club for the upcoming season.
· All lifeguards will need to make sure that their CPR certification is up-to-date. 
· If you are under 18 years old, you will need to have complete working papers, even if you have worked for Sunnybrook in the past.  These forms can be picked up in the High School or Middle School guidance office.

Completion of all the application procedures does not guarantee you a place on the schedule.  We will also be considering your prior performance reviews as well as the number of hours you actually worked last season compared to your initial employment commitment.  Employment decisions will be made based first upon your prior performance, and then on the order which we receive your completed application  (including ALL paperwork).   Returning employees will receive preference over new applicants.  

We anticipate decisions regarding the status of your application will be made and communicated by April 15th.  PLEASE NOTE:  YOU MAY NOT BE CONSIDERED FOR OUR SUMMER SCHEDULE IF YOU DO NOT HAVE YOUR APPLICATION AND ALL THE NECESSARY FORMS COMPLETED BY MARCH 15, 2010.

If you have any questions, please do not hesitate to call me at 856-235-4990 or email me at devikagill@comcast.net .   I look forward to hearing from you, and to another successful season at Sunnybrook.

[bookmark: _GoBack]
Sincerely,

Devika Gill
Sunnybrook Personnel Committee

Sunnybrook  Application 2012						 Member #:			  

Name:                                                                                                Phone #:________________________

Address:                                                                           City:                                  State:               

Zip:________________                     

Birthdate:                                            

Please check the position(s) for which you are applying.  If you are interested in more than one, please rank in order of preference.  You will be considered for your first choice, and then only considered for your second choice if your first choice is not available; this may mean that your second choice is also not available.  If you are not 14 years old by June 15th, we will put you on the waiting list for the position you are interested in, and if a slot becomes available after your birth  date, you will be considered for that position.

           Lifeguard – Full Time					           Water Safety Instructor

           Lifeguard – Part Time		           Snack bar Assistant 
  
           Lifeguard – Substitute					           Gatehouse Checker



In the following columns, indicate all certifications that are applicable.    Copies of both the front and back of each certification card must be submitted with this application.  If you do not have your certifications yet, please include the expected date of issue and submit copies as soon as cards are received.


CERTIFICATION:	    EXPIRATION DATE				INSTRUCTOR / LOCATION

Lifeguard		_____________________			________________________  

CPR			_____________________			________________________  

First Aid			_____________________			________________________ 

WSI			_____________________			________________________ 

Other			_____________________			________________________ 
	


WORK HISTORY:

DATE(S)		POSITION(S)			SUPERVISOR		LOCATION

_______________	____________________	_______________	_________________

_______________	____________________	_______________	_________________

_______________	____________________	_______________	_________________

_______________	____________________	_______________	_________________





Sunnybrook Employee Data Form 2012		



	
	Personal Information

	Name
	

	Phone:
	

	Cell Phone:
	

	Email Address:
	

	Date of Birth
	

	
	Emergency Contact Information

	Name:
	

	Relationship:
	

	Home Phone:
	

	Cell Phone:
	

	Name:
	

	Relationship:
	

	Home Phone:
	

	Cell Phone:
	

	
	Health Information

	Physician
	

	Address

	

	Phone:
	

	Critical Allergies


	

	Other:


	






