
A great ADVENTUREis about to begin!
- Winnie the pooh

IMPACT SPORTS CENTER





LOOKING FOR A JOB?
When a applicant asks for an application…

Front desk informs applicant that we don’t accept 
applications. 

We ask them to take the questionnaire home and complete 
all bullet points before returning.



Step 1 -  
Employment  
Questionnaire



EMPLOYMENT QUESTIONNAIRE
Thank you for your interest in applying for Impact Sports Center!   
In order to be considered for a position, we need the following: 

   Completed Employment Questionnaire below 
   Completed Availability Form (on the reverse side) 
      If you are under 18, a parent must sign off on your availability as well.   
   Resume 
   3 References 

Thank you! 



EMPLOYMENT QUESTIONNAIRE
What makes you awesome?
How would your friends describe you?

Tell us about the silliest thing you have ever done:
Tell us about the most serious thing you have ever done:
Why do you want to work here?

1.
2.

3.
4. 
5.



AVAILABILITY FORM
Please fill out completely the below information in order for Impact Sports Center to know 
when you are available to work. 

Name:                               Position(s) Interested In:      Front Desk       Teacher      Events 

If in School - Grade:   HS Frosh       HS Soph.       HS JR       HS Sr       College 

Sports:              Other Extra Curricular Activities:                                                   

Please list any vacations or time off that has ben pre-planned prior to hire: 

Signature:                                                                                Date:                     

Parent Signature (if under 18)                                                      Date:                    



WHAT’S NEXT
Upon returning the Questionnaire, the Front Desk then 
scans it in and emails it to the Managers.

The Hiring Team will inform the HR Manager if they would 
like the applicant to proceed to the Assessment.

On a side note, we utilize the ToDoIst platform to 
coordinate all our communication and tasks to ensure we 
are following the same procedure each time.



Step 2 -  
Applicant  
Assessment

▸ A few examples of what we ask… 

▸ What do you know about Impact? 

▸ Do you have any limitations that would prevent 
you from doing this job? 

▸ Commitment to being punctual and attending 
our mandatory trainings/shows.

Our HR Manager sets an “Assessment” with the 
applicant.

We offer constructive feedback due to the 
fact we are hiring young adults in their first 
job.



HR MANAGER REVIEWS
We are reviewing the answers so we can best gauge the personality 
of the applicant.

We are checking the resume for past experience with kids, not 
necessarily gymnastics experience.

We are making sure the applicant’s availability suits the needs of the 
gym.

If the HR Manager deems this a successful Questionnaire, she will call 
the applicant for an “Assessment”.



HR MANAGER RECAP

If an applicant is not recommended for an interview, he/she will 
receive a “not at this time” email.

If the applicant is recommended, he/she is scheduled to come in for a 
formal interview with Gym Managers.

The HR Manager sends a recap of her notes of the questions that were 
asked to the Management Team with her recommendation.



“NOT AT THIS TIME” EMAIL
Thank you for your interest in applying to Impact Sports Center. 
  
We regret to inform you that you have not been selected for an interview based on one or 
more of the following criteria: 
  
·      Availability does not match any open positions 
·      All the information requested was not provided 
·      Inaccuracies in submitted resume 
·      One or more references would not answer our questions 
·      Punctuality for Assessment/Interview 
·      Social Media review was concerning 
·      Your credentials are a good match, but there are stronger candidates 
  
We are grateful for your time and interest in our company. We wish you luck in your job 
search. 
  
Best Regards, 



Step 3 - The Interview

▸ Each Manager is assigned questions to ask the applicant. 

▸ The interview lasts approximately 15-20 minutes. 

▸ The questions are open ended to ensure we don’t get just yes or no 
answers. 

▸ The questions are assigned a weighted score to ensure we follow 
EEOC laws. 

▸ At the end of the interview, the team will recap and decide whether 
or not to invite the applicant to the “Floor Observation”.



 
INTERVIEW 

 
 

Are there any experiences that you have had that you think would be 
beneficial for this position?  
10 - Gymnastic Experience is  
5 - Experience with Children is  

Volunteer with organizations like Awana, Church Nursery’s or Day Camps 
3 - Experience with Family Members 
0 - No Experience 
 
What are your strengths and weaknesses? 
5 – Can list both strengths and weaknesses 
3 – Can only list one or the other 
0 – Cannot list anything  
 
Thinking back on teachers or peers (former employers) that you’ve 
encountered what is the experience that stands out the most to you.  Give an 
example of something positive and negative. 
5 - if a good example is given 
0 - if they can’t think of anything  
 
What characteristics do you like about bosses/teachers that you have had in 
the past? 
5 – looking for positive  
 
 
Please tell me about your most challenging experience you have had while 
working with children? How did you handle it? 
3 – Ability to give a clear and concise answer that shows resolution 
 
 
What characteristics do you possess that would make you a great teacher? 
3 – Ability to articulate skills and characteristics that we are looking for 
 
 
What do you think would be the hardest part of this job? 
3 – Looking for an honest answer that demonstrates their grasp of what is needed to be a 
teacher with Impact 
 
Is there anything else you would like us to know about you? 
 
Do you have any questions? 
NOTES: 

             

              

Name: 

POINTS STAFF 
ASSIGNED 



Step 4 -  
On The Floor 
Observation

The observation will last 2 hours (2 transitions).  This is 
to ensure that they experience our “3:15” and to see  
classes enter and exit our gym. 

Our goal is to ultimately see how the applicant moves 
throughout the gym and interacts with the staff and 
students (we do prep the candidate of what they can 
and cannot do while on the floor). 

The applicant is also given a “Training” shirt.  Our gym 
has set the culture with our families to understand our 
hiring and training process as well.





Step 5 -  
The 
“MEETING”

CONGRATULATIONS! 
CULTURE OF THE GYM 

PUNCTUALITY 
SOCIAL MEDIA 

PROCESSES

If the applicant gets the the green light from the 
Hiring Committee he/she will meet with Mr. Shane.

At this point, the applicant is basically hired. 
BUT the following is reviewed.

At this point, they either accept or deny the 
position.



YOU ARE 
HIRED!

If the NEW HIRE accepts the position they 
meet with the HR Manager.

The HR Manager will discuss the New Hire 
Packet.

The New Hire is asked to bring the 
completed packet back at least a day 
before training is scheduled to ensure 
they are entered into the system.



	
	
CONGRATULATIONS! 
 
Welcome to Impact Sports Center.  We are so excited to have you join our team.  Please 
find attached the paperwork we need to process you in the system for payroll and 
timeclock.  We ask that you return this paperwork prior to your first day of training.  We 
will NOT be able to allow for any training to begin until this is done. 
 
� W-4 

If you are under 18 and unsure how to fill this out, please ask a parent to help you 
calculate your allowances. 

 
� I-9  

Please fill out the front of the first page ONLY. You will need to bring in one item 
from List B and one item from List C for us to make a copy. 

 
� USA Gymnastics Membership Application (Teachers Only) 
 Please fill out the highlighted areas. 
 
� Work Permit (17 & Under) 

Please take the form to the appropriate person on campus to complete and 
return to us. 

 
� Direct Deposit Authorization 

Impact Sports Center processes payroll through Direct Deposit only.  If you do not 
have a bank account, one will need to be opened. 

 
� California Programs Pamphlet 

This is a pamphlet for you to keep in your files and use as a resource if needed in 
the future. 

 
� Training Schedule/Proposed Teaching Schedule 

Please initial here to confirm you commit to the attached training/teaching/desk 
schedule.  

 
� Timeclock Info 

Please list a 4-digit code that you will remember.  This will be your clock in 
passcode. 

  
Looking forward to you making an “Impact”! 
 
Thanks J 



Thank you for joining us in our ADVENTURE!


