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Checklist for Hiring Staff

This template is provided by United Way Northern Utah, Nonprofit Connection for nonprofits. The information provided does not constitute legal advice. User assumes all risk.

Use other nonprofit templates.
Register for our trainings.

Request consulting or time with the grant database:

Logan
Ogden

Thank you,
Mark Atkinson
Nonprofit Connection Director
matkinson@uwnu.org
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☐ Define organizational need (mission, role gap, budget).
☐ Board/Executive review of job necessity and budget impact.
☐ Determine exempt vs non‑exempt classification (FLSA compliance).
☐ Verify no misclassification risk (contractor vs employee).
☐ Confirm Utah employment law compliance (at‑will status, nondiscrimination).
☐ Draft job description with duties, qualifications, salary range, classification.
☐ Create recruitment timeline and selection committee.
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☐ Post job with inclusive language and clear expectations.
☐ Ensure recruitment complies with federal nondiscrimination laws (Title VII, ADA, 
ADEA). Appendix A
☐ Screen applicants consistently.
☐ Conduct structured interviews using same questions for all candidates.
☐ Check references with consent.
☐ Run background checks with written authorization and follow federal 
adverse‑action requirements if declining based on results.
☐ Select finalist and obtain internal approvals.
☐ Extend conditional offer.
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☐ Prepare formal offer letter with status, start date, wage/salary, supervisor.
☐ Complete new‑hire documents:
☐  	- Form I‑9 (timely federal compliance).
☐  	- Form W‑4 (federal withholding).
☐  	- Utah New Hire Reporting submission.
☐  	- State tax forms if applicable.
☐ Provide required federal & Utah labor law notices/posters.
☐ Add employee to payroll and benefits systems.
☐ Provide employee handbook and secure signed acknowledgment.
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☐ Deliver first‑day orientation covering mission and role expectations.
☐ Assign mentor/buddy if applicable.
☐ Provide job‑specific training plan (30‑60‑90 day onboarding).
☐ Set initial goals and performance expectations.
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☐ Verify all compliance documents are filed securely.
☐ Ensure personnel files meet federal & Utah retention requirements.
☐ Conduct 30‑60‑90 day check‑ins.
☐ Review role for any classification or compensation adjustments.
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Consult and attorney or HR professional with questions.

1. Write a legal-safe job description

Avoid anything that discriminates based on protected categories.

Do NOT include:
· Age-based language (“young,” “digital native,” “energetic,” “recent grad”)
· Gendered terms (“handyman,” “salesman,” “hostess”)
· Disability-excluding requirements unless essential (i.e. must lift 50 lbs.)
· Preferences based on race, religion, national origin, marital status, etc.
DO include:
· “Essential functions” of the job
· Qualifications tied directly to duties
· ADA language: “Reasonable accommodations may be made...”

2. Use nondiscriminatory job posting language

This means:

Avoid:
· “Must have your own car” (use: “reliable transportation required”)
· “Native English speaker” (use: “must be fluent in English”)
· “Christian organization seeks Christian employee” (illegal unless allowed under very specific IRS 501(c)(3) religious exemption)
Include:
· Your EEO statement
· “We encourage applicants of all backgrounds to apply.”

3. Recruit broadly — not selectively

Never target applicants only from one demographic.

Bad examples:
· Posting only on sites targeting one gender
· Recruiting only in one ethnic community
· A hiring manager telling someone “we need a younger person for energy” (AGE discrimination — ADEA)

Recruit across a mix of general job boards.

4. Use structured interviews

This is one of the strongest protections against discrimination claims.

How to do it:
· Ask every candidate the same core questions
· Evaluate using the same scoring rubric
· Avoid personal or identity-based questions
Never ask:
· “Do you have kids? Planning to have any?”
· “What church do you go to?”
· “Where were you born?”
· “Do you have a disability?”
· “How old are you?”

These violate Title VII, ADA, and ADEA.

5. Handle accommodations correctly (ADA)

If a candidate requests accommodation:

You MUST:
· Engage in the “interactive process” (simple conversation about what they need)
· Provide reasonable accommodations unless it causes undue hardship
· Example: Moving an interview from upstairs to main floor, providing written questions, allowing breaks, etc.
You may NOT:
· Ask about the disability
· Ask for diagnosis
· Reject them because of a perceived limitation

6. Background checks must follow federal rules

If you run background checks:

You MUST:
· Get written consent
· Apply checks consistently to all finalists
· Follow “adverse action” steps (FTC requirement) if rejecting someone because of the report
You MAY NOT:
· Use criminal history to automatically reject a candidate unless directly job-related
· Conduct checks only on certain demographic groups

7. Document everything

Create a paper trail showing fair treatment:
· Interview notes
· Scoring rubrics
· Written reasons for selecting the finalist
· Copies of job postings

If challenged, documentation can help defend your actions if legal.
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