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Staff Recruitment Checklist
	Steps
	Tips
	Check

	1. Identify vision and goals
	· What are your hopes and dreams for your family members life? 
· Clearly Defining an Inclusive Life
· What support is required to reach these goals? 
· Consider the specific role of a support staff you will hire to achieve your vision/goals 
· Develop a job title
	

	2. Write job description
	Consider the 4 elements of a Job Description: 
1. Who is the person being supported? 
· Describe your family member and incorporate your vision 
· Ensure privacy by not using names
2. Identify the roles/responsibilities of the job? 
· Expectations, where and when, supporting with what (accessing generic activities, job support, in-home support, building connections, personal care... etc.)
3. What qualifications and attributes are required to be successful in the role? 
· Characteristics and desired personality traits, experience, membership in specific community spaces, skills... etc. 
4. What do you offer the employee? 
· Competitive salary, flexible hours, job security, making a positive impact, variety of work environments... etc. 

See job description examples (community engagement and supportive roommate) 
	

	3. Write job advertisement
	· Tailor the job ad depending on the platform it is posted (social media, job board, local newspaper, within your network... etc.) 
· Get creative – use free tools like CANVA to develop something eye catching 
· Ensure application process is clear
· Consider creating a new email address for privacy

See job advertisement examples (community engagement, employment and supportive roommate, CANVA) 
	

	4. Post job advertisement
	· Share with your network 
· Consider posting in community spaces that align with your family member’s goals and interests (i.e., post in a yoga studio, if you are looking for someone who does yoga)
· Job boards
· Job Posting Ideas in Calgary  
	

	5. Develop Interview Questions
	· Create questions based on the role of the potential support staff 
· Ensure questions are appropriate - A Recommended Guide for Pre-Employment Inquiries
· Develop questions to gain an understanding of values and views 
· Ask practical questions related to potential experiences in the role 
· Ask questions to learn about skills and approaches
	

	6. Interview and select candidate(s)
	· Interview best practices 
· A Tool for Matching Staff 
	

	7. Complete Reference Checks and pre-employment inquiries
	· Ask candidates to provide references
· Reference Check Questions 
· See Staff Onboarding Checklist on resource page when ready to hire 
· Things to consider:
· Candidates shift availability and flexibility
· Are the legally permitted to work in Canada? 
· Are they of legal age to work? 
· Language proficiency 
· Physical capabilities – heavy lifting, extensive walking or movement 
· Verifying education and certifications 
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