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RECRUITING

HOW AND WHERE TO ADVERTISE 
1. Post an announcement. Use a large index card to post in these areas:

Participant and/or Employer (EOR) will 
need to recruit their Employee (EE). It is 
ideal if the Participant: 
• Knows what they want an EE to do

• Can develop a detailed job description

• Can identify things important to them

• Can create a schedule that works best 
for their needs 

Often, participants know who they wish to hire. For example, they may 
consider a family member, friend, or neighbor. Hiring family members, 
while a common practice, changes the relationship from family member 
to employee/employer. Participants and the family member should feel 
comfortable with the change in roles and be prepared to fulfill their 
respective responsibilities. If the employment relationship would not work 
well, the participant should look elsewhere for an Employee (EE).  The PPL 
Powered SDN Provider Network  is a good resource to locate a new provider.
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Call these places first, find out who to talk to, and ask about their policies or rules for posting flyers or submitting ads. Include 
a brief description of the work, the number of hours, rate of pay, the participant and/or employer’s name and his or her 
telephone number (never the address).

2. Telling family and friends can be an effective way to find a worker. People who know the participant and the 
potential applicant might increase the chances of finding a reliable candidate for the job.

3. Placing an Ad in the Local Newspaper
Call the classifieds office and speak with them about placing an ad in the 
employment section. When preparing the ad think carefully about the information 
to be included. It is wise to include the title for the position, the rate of pay, and the 
participant’s phone number. Additional information might serve to screen applicants. 
For example, applicants should be non-smoking, be able to work on weekends or 
perform heavy lifting tasks.

Be sure to ask about:

• The cost of an ad 

• The best times to run the ad

• How they will bill for the ad

TIPS

• employment office

• grocery store

• laundromat

• church

• community colleges/universities

• social service agencies

• community newspaper

• free weekly advertising guide

• local Center for Independent Living
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SCREENING APPLICANTS 
When applicants express interest in the position, their inquiries should be answered quickly and with 
complete information. Screening interested applicants over the phone is advisable. Eliminate those who 
lack the qualifications or are inappropriate. Participants are not obligated to screen or interview every 
applicant. If after the phone call, the participant expresses interest in finding out more about the applicant, 
the participant may use a job application to gather additional information. A written job application for 
employment is a useful tool and should contain the applicant’s work history, names and phone numbers for 
personal and employment references. A sample job application might look like the one shown below.

Before you interview potential candidates, it is best to screen them, to make sure they are qualified to meet 
your needs and are available for the hours that you need them. Once applicants are screened, it is now time 
to conduct a telephone or face-to-face interview. Ideally, a face-to-face interview will be possible. You may 
consider interviewing in a local restaurant, coffee shop, or their home. Having a friend or family member 
present may be a good idea. Ask the applicant to bring a completed job application and a picture ID such 
as a driver’s license or passport to the interview. To begin the interview, ask for some basic information 
(see sample questions below). Continue questions to assess the abilities, skills, and character of the person. 
Take time to describe the job in detail and ask for questions. It is critical that you express everything you 
wish the potential Employee (EE) to do so the applicant can assess their ability to perform the tasks. After a 
description of the position is shared, ask the applicant if he or she is interested in the position. If yes, ask for 
personal and employment references. Explain to the applicant that you will check references and hiring is 
not possible until reference checks are complete.

Additionally, let the applicant know that a background check may be required if you decide one is needed. 
Ideally, you will have a choice of applicants and can select the best fit.   Below are possible sample questions. 
Pick and choose the ones you want to ask as well as others you may choose to add. The job description 
might be a good tool to explain the required tasks. 

POSSIBLE INTERVIEW QUESTIONS
• Can you begin by talking about yourself?

• What experience do you have working with people with disabilities?

•  What do you like best and least about the work you have done in the past?

•  Are you available for additional hours? How much notice would you need if extra help is needed?

• Are you comfortable using assistive technology or other DME (durable medical equipment)?

•  Are you able to think quickly on your feet? Give me some examples.

•  How do you handle differences of opinion with an employer? Can you give me an example?

•  How do you handle constructive criticism? Give me an example if possible.

•  How do you deal with another person’s anger or frustration?

•  Do you feel comfortable assisting with bowel or bladder routines?

• If the participant needs someone to drive them to medical appointments appropriate questions might be: 

• Do you have a clean driving record? 

• Can you provide proof of insurance?

• Describe your best qualities.

• Describe your worst qualities.

• Do you prefer/require lots of supervision or just a task list?

• Do you have any questions/concerns about the job?

• Is there anything on my list of duties you cannot provide?

• If selected for this position, when could you start work?

INTERVIEWING APPLICANTS 
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QUESTIONS YOU CANNOT ASK IN AN INTERVIEW 
Laws prohibit employers from asking some specific questions of job 
applicants. The purpose of these laws is to prevent employers from 
refusing to hire a job applicant because of non-job-related factors 
such as religion, race, color, national origin, age, sex, height, weight, 
marital status, or disability. You cannot use any of these factors in 
choosing a worker unless they relate directly to the job. For example, 
you can choose a female applicant over a male applicant because you 
are female and you will need help bathing or using the toilet. If the 
Participant will have an Authorized Representative, their information 
will need to be entered.

Check out this list for questions participants may NOT ask. 

• How old are you? 

•  What is your native language? 

•  Are you married? 

•  Do you have any children? 

•  Have you ever been arrested? 

•  Do you belong to any religious affiliations? 

•  Do you belong to any clubs or organizations? 

•  What is your credit rating? 

•  Do you own or rent your home? 

•  Do you own a car? 

•  Where were you born?  

•  Do you have any addictions? 

•  What is your star sign? 

•  Do you have a disability or medical condition? 

•  What is your political affiliation? 

•  What are your family members’ names? 

•  What is your race? 

•  Where are your family members employed?

COMMON INTERVIEWING 
MISTAKES TO AVOID
Do not talk too much. The more 
the applicant can talk, the more the 
participant can learn about them. 

Do not fail to follow up with related 
questions. For example, if an applicant 
talks about the training they received, 
ask for details. Good questions might 
include:

• Where did you receive training and 
how long did the training last? 

• What did they learn from the 
training that will be useful in this 
job?

CANDIDATE RED FLAGS 
Things to look out for in an applicant:

• acts rudely 

• is late 

• discloses confidential information 
about a previous employer 

• takes control of the interview 

• expresses sympathy, being overly 
considerate or hypersensitive 

• smells of alcohol 

• has greasy hair and dirty fingernails 

• stares or makes prolonged eye 
contact 

• makes little eye contact (important to 
note that a lack of eye contact may 
also mean the person is shy or comes 
from a culture where eye contact is 
considered disrespectful 

• makes little eye contact although 
lack of eye contact may also mean 
the person is shy or from a culture 
that finds too much eye contact 
disrespectful

• begins the interview by telling the 
participant all the things he or she 
cannot do or all the times s/he 
cannot work 

• has no references (even someone 
who just moved should have friends 
or previous employers elsewhere) 

• Says he or she needs a job and will 
take anything for now 

• Looks to the person who does not 
have a disability for instructions and 
approval
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SAMPLE JOB APPLICATION
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SELECTING AND HIRING AN EMPLOYEE 

QUESTIONS TO ASK PREVIOUS 
EMPLOYERS 
Some possible reference questions 
for previous employers would be:

• Would you hire this person again?

• Was this person reliable, did he 
or she show up on time?

• Are these accurate dates of 
employment?

CHECKING PERSONAL 
REFERENCES 
Personal references, on the other 
hand, are often willing to talk on 
the phone, and will often provide 
detailed information. Talking with 
someone’s spouse, the parent or 
best friend is not always the most 
objective reference. Employer may 
want to talk to a co-worker, a teacher, 
a supervisor, or other person who 
knows them.

Personal reference questions:
• How long have you known this 

person?

• What is your relationship with 
this person?

• Would you recommend this 
person to provide personal 
assistance services?

CRIMINAL BACKGROUND 
CHECKS 
Background Checks and 
Fingerprinting for all new 
Independent Providers are required 
in this program.  Additional 
information is available during the 
enrollment process.  The provider 
will be required to pay a fee for the 
background check and results are 
sent directly to DDS who will notify 
Public Partnerships of the pass or 
fail result. If the provider fails the 
background check, he or she cannot 
be employed.

The first step to hiring your potential employee is interviewing all 
candidates that interest you.

Once all interviews are complete, it is time to select the top candidates. 
Review the answers the applicants gave during the interview along with 
any personal notes. If a friend or family member was present during the 
interviews, compare notes with him or her.

It may be helpful to keep a list of names and numbers of all the other 
top choices and ask them if they would be willing to work as a back-up 
Employee (EE). This list could also be useful if the individual hired does 
not work out for some reason.

The next step is to check references. Checking employment and 
personal references is a very important part of the interview process 
that can be completed after the initial interview. Let candidates know 
during the interview that if selected, they will need to complete a 
reference check and pass before being hired. NEVER hire someone 
before checking their references.

References can give a much clearer picture of the applicant’s work 
history and background. Remember, past employers may legally answer 
only certain questions about past employees.

Employer on Record (EOR) should always check references, even if 
he or she knows the person well. It may be easier and faster to call in 
reference requests over the phone, although many employers require 
a written request with a signed release of information by the applicant. 
Even with a signed request, many employers will only tell the inquirer 
the dates that a person worked for them.

If an applicant has asked the employer not to contact his or her 
current employer, this should be respected, as the employer may not 
know about the interview. Remember to ask the applicant for another 
employment reference to contact if the current employer cannot be 
called.

MAKING THE OFFER
Once the hiring decision is complete, the participant should call and 
offer the job to the person he or she has selected, contingent on 
satisfactory references and satisfactory optional criminal background 
check results. When the applicant accepts the position and references, 
and background checks are complete, the participant will work with 
Public Partnerships to complete the enrollment packet via MyAccount. 
This packet needs to be complete before an applicant can begin work. 
The employer should contact Public Partnerships to set up a time to 
complete the needed paperwork.  
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TERMINATING AN EMPLOYEE 

Although it is rare, participants may find themselves in a position to terminate the employment of an 
Employee (EE), even if they are family and friends.

HOW TO TERMINATE AN EMPLOYEE 
Weigh all the options before deciding to terminate an EE. It might be a better option for both the participant 
and the employee to work out issues. Trying to hire a new EE will take time and effort, and there is no 
guarantee the new EE will be a better option. 

If termination is the best course of action, a back-up plan must be available before the EE is terminated. 
Consider the following questions.

• How should participants tell the EE he or she is terminated? Doing it by phone or letter may feel safer 
and more comfortable, but telling them “in person” is more respectful. Having a third person, such as the 
Authorized Representative, tell the employee he or she is terminated is also an option.

• What reasons should participants give the EE for terminating him or her? If the participant has been 
providing feedback and doing regular evaluations, the EE should not be surprised. In most cases, the 
EE should have some idea of why the participant is dismissing him or her, but significant detail is not 
necessary.

• How will the worker react? Have a neighbor, friend, or relative in the room with the participant if there 
might be an adverse reaction.

• How much notice should the EE get? Participants should be fair, but remember if EEs have notice, more 
problems with his or her work and behavior might arise.

• Who will provide support to the participant once the EE is let go? Before the EE terminates their service, 
have at least one backup EE ready to step in right away.

• Is the participant safe and secure? If the EE being terminated has access to the keys to the participant’s 
residence or car, get them back on the same day that the termination is complete.

AFTER TERMINATING AN EMPLOYEE 
Learn from the experience. What did you learn about this situation? Could it have been managed differently? 
Was there a question that you could have asked in the interview process that would have helped to evaluate 
the applicant better? Should additional training be considered for the next EE?

Once an EE is terminated, contact Public Partnerships immediately.

Employees (EEs) are often dismissed for the following reasons: 

• Does not meet agreed-upon expectations

• Does not learn fast enough to meet the participant’s 
changing needs

• Is late or fails to show up too many times

• Personal habits bother the participant

• Does not pay attention to instructions

• Has too many arguments

• Participant does not feel safe and comfortable with the EE

• Has a schedule that is not flexible enough for the 
participant

• Violates employment conditions, seriously or often  

Grounds for immediate termination include: 

• Drinking alcohol on the job

• Using illegal drugs on the job

• Coming to work impaired by alcohol or drugs

• Being caught stealing from the participant

• Abusing the participant in any way

• Violating the participant’s confidentiality


