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     Employing a Youth Worker 
                  Check List
First steps
· Have a meeting to seek vision, pray, look for requirements and draw up some expectations. It may help to get an external facilitator with experience in this area.
· Explore other avenues such as taking on a trainee – you may need to follow another route for employing / take on a worker in this way.
· Draw up a draft profile of the job, the person specification and the management of the post and decide if you are looking for someone part time or full time.
· Explore funding and when funding needs to be secured by and where you will access it (check time frames and stipulations for funding and when it needs to be spent by).
· Visit places where others employ and talk to workers and employers.
· Draft a final job specification
· Form a working group – management support group and finalise management structures.
· Prepare a draft contract (seek advise on this).

· Draw up an advert.

Set out your dates and time frame including
· When you will advertise and where.
· When the employing pack will be ready to send out – and the content (see below).
· Closing date for applicants – plus how you will treat late enquiries or submissions.
· Short listing date – and how you will inform successful candidates / how or if you will inform unsuccessful candidates.
· When you will require references.
· Interviews – with a format for the day and who will be involved.
· When and how you will obtain a CRB check for the successful candidate/s.
· Expected start date.
· Induction process – including a review date / probation period.
Things for the employing pack

· A covering letter about the job and to sell yourselves – with dates of the interviews and time scale of employment.
· The job description.
· A parish / area profile.
· An application form.
· Any other info you think will be useful (but not too much).
Invitation for interview

· A letter of invitation including what you expect of the candidate/s at interview (presentation etc), times and venue
· Take up references

Employing the worker

· Conduct interviews and inform candidate/s of the outcome
· Formally invite the successful candidate/s to be employed 

· Obtain CRB check ideally before the worker starts

· Set up the induction process

· Issue the contract of employment
· Implement management structures and ongoing support for the work and worker

Please only use this as a guide as there is much more to employing a worker than is laid out in the above
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