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Employing Personal Assistants Checklist 

This checklist is to be used alongside the Employing Personal Assistant’s factsheet and is designed to help you with the main stages of employing a PA. Your Direct Payment Coordinator will discuss and help you through these stages with you. 

	Task 
	
	Your notes 

	Finding a PA 
	
	

	Do you have a support plan where you have identified how a PA will help you? 
	
	

	Do you know who you want to employ? Or do you need to find a PA?
	
	

	If you need to find a PA you can check the Kent County Council database or advertise 
If you would like to check the KCC database you can ask your Direct Payment Coordinator or contact the Direct Payment Support Team: 0300 333 5758
	
	

	Write the job description according to your assessed needs and what you have set out within your support plan 
	
	

	Write the advert 
	
	

	Would you like to use application forms or request CVs? KCC has a range of templates that you can use, your Direct Payment Coordinator can provide copies
	
	

	Set your requirements and shortlist
	
	

	Plan the interview process – think about the questions you would like to ask. Invite suitable people to the interview 
	
	

	If you want to use a Self Employed PA please contact the Direct Payment Support Team for information 
	
	

	Request references 
Is the person able to work in the UK
Consider if there age restrictions 
	
	





	Once you have found a PA
	
	

	Disclosure and Barring Service (DBS) - formerly CRB – you can contact the Direct Payment Support Team for more information and request that a check is completed 
	
	

	Ensure you have set up payroll and insurance 
	
	


	Does your PA have training needs? 
	
	

	Write a contract of employment 
* KCC has arrange of templates that you can use, your Direct Payment Coordinator can provide copies 
	
	

	Inform your PA of their holiday entitlement 
	
	

	If the PA wants to use their own car they will need to have Business car insurance cover 
	
	

	Inform your Buildings and Contents insurance provider that you are employing a PA
	
	

	If you plan to take on a new PA, please contact the Direct Payment Support Team 
	
	




If you require support or more information you can contact the Direct Payment Support Team- Telephone: 03000 413 600 or email direct.payments@kent.gov.uk 

You can also find more information and a range of templates that can be used on www.kentdp.co.uk
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