
Employing a Personal Assistant Checklist  


	N0
	Recruiting a Personal Assistant
	Tick

	1
	Write a job description and person specification that says all the things you need / want your Personal Assistant to do
	☐
	3
	Write your job advert
	☐
	4
	Advertise your job 
	☐
	5
	Choose who to interview 
	☐
	6
	Find location to for the interview
	☐
	7
	Invite candidates to the interview
	☐
	8
	Do the interview - make sure you take notes
	☐
	9
	Offer the job to chosen candidate - do not rush this step
	☐
	10
	Inform unsuccessful candidates – people may ask the reason why they have not been successful
	☐
	11
	Do the right checks on your chosen candidate:
· References from previous employers
· Review qualifications and evidence of their training
· DSB checks to look for any criminal records
· Right to work checks - You must check the person meets the laws about working in the UK
	☐
	12
	Keep a record - You should keep all the paperwork from recruiting your personal assistant for at least 6 months
	☐



	
	N0
	Before your Personal Assistant starts
	Tick

	1
	Write your job contract which is an agreement between you and each person you employ
	☐
	2
	Set up an induction for your personal assistant
	☐
	3
	Set up paying your personal assistant 
You will either do this yourself or use a payroll scheme, such as a local accountant or a direct payment, personal health budget.
Check out the hourly rate calculator 
	☐
	4
	Register as an employer for tax
	☐
	5
	Set up a pension for your Personal Assistant
	☐
	6
	Be aware of your Personal Assistants Redundancy rights
	☐
	7
	Be aware of your Personal Assistant Parental rights
	☐
	8
	Be aware of your personal assistant time off rights including Holiday hours
	☐
	9
	Set up a grievance policy
	☐
	10
	Set up a disciplinary policy
	☐
	11
	Set up your employers’ liability insurance. This protects you and your Personal Assistant if there is an accident while they are at work
	☐
	12
	Check with your insurance company to see what support they can offer you
	☐
	13
	Ask your personal assistant to share current certificates as proof of training they have already completed. – Make a record of these.
	☐
	14
	Ask your personal assistant if they need any training to carry out your tasks	
	

	15
	Make sure you are aware of Health and Safety Law.
You must make sure that you and your personal assistant stays safe and healthy at work
	☐
	16
	Make sure you keep secure records of all the below
· when you pay tax / national insurance
· how many hours your personal assistant works
· when they take holidays
· how much you pay them and when
· when they are sick or if any accidents or injuries occur
	☐


	N0
	When your Personal Assistant starts
	Tick

	1
	Go through the contract of employment - both yourself and your personal assistant need to sign and keep a copy
	☐
	3
	Go through your induction
	☐
	3
	Explain your house rules and expectations
	☐
	4
	Show them around your home where to find things they need
	☐


	N0
	Developing your Personal Assistant
	Tick

	1
	Set up a supervision for every 3 months - record these sessions in a secure place
	☐
	2
	Make sure your personal assistant has the relevant training and qualifications to support you. You can send them on courses to develop their skill set,
	☐
	3
	Ask if your personal assistant can complete the 15 Care Certificates
	☐


Notes: 
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