
Hiring - HR toolkit

1.  Assessing staffing needs.
•	 Based on clinic type/service offerings, size/number of care providers, patient volume, and 

productivity goals, determine your staffing needs. Find more information on the Assessing 

Staffing Needs template. 

2.  Writing and posting job descriptions.
•	 Review the Sample Job Description examples which you can paste into the Sample Job 

Description template.

•	 Use credible websites to advertise your vacant positions using the Sample Job Posting 

template. Consider posting positions on the following sites based on your target candi-

dates:
•	 Divisions of Family Practice
•	 Indeed
•	 MOA Careers
•	 Local community newspapers
•	 University job portals

3.  Interviewing and rating candidates.
•	 Use the Interview Sample Questions and Interview Rating Form to help you decide on your 

preferred candidate.

•	 Develop a basis for comparison by asking a consistent series of questions to each candidate 

and seek assistance where necessary to rate technical competence.

•	 Check references of the preferred candidates using the Reference Check template.

4.  Offering employment.
•	 Use the Sample Employee Agreement to offer employment to your preferred candidate. 

•	 Sign written contracts with all employees and include a probationary period. A probationary 

review template is available in the Managing Employees & Workplace Environment toolkit. 

•	 Consult a legal professional to help with the contract process.

•	 Find more information on how to determine compensation for a role using the Compensa-

tion Infosheet.
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SAMPLE JOB DESCRIPTION 
 
Position Title: [POSITION] 
Position Type: [Full-Time, Part-Time (Number of Hours/Week), Contract (Length of Term)] 
 
Reports to: [POSITION], [Organization] 
Reporting to this Role: [Position, if applicable] 
 
Job Summary 
[Insert summary of main roles and responsibilities] 
 
Organizational Status  
[Insert summary of organization’s history, mission and purpose. Example: [Organization] is a 
community-based non-profit organization made up of physicians in the [X] region to achieve 
common health goals. [Organization] works collaboratively with health authorities and 
community partners to enhance local patient care and improve professional satisfaction for 
physicians.] 
 
Commitment to Equity, Diversity & Inclusion 
[Insert the organization’s statement on equity, diversity and inclusion. Example: Equity, diversity 
and inclusion are at the core of [Organization]’s vision, mission, and values. We are committed 
to an inclusive workforce that fully represents many different cultures, backgrounds and 
viewpoints. Our objective is to provide a space for people from all walks of life, creating a 
welcoming environment for all.] 
 
Work Performed 
[Example: Operations] 
• [Insert detailed list of responsibilities] 
 
[Example: Financial and Risk Management] 
• [Insert detailed list of responsibilities] 
 
[Category #3] 
• [Insert detailed list of responsibilities] 

 
[Category #4] 
• [Insert detailed list of responsibilities] 
 
Working Conditions 
[Example: The [X] position requires availability to work from Monday to Friday during regular 
working hours with the possibility of attending occasional evening and/or weekend meetings. 
Frequent travel may be necessary across the [X] region and so reliable transportation is 
required.] 
 
Qualifications 
• [Insert detailed list of required qualifications] 
• Bachelor’s degree in a related field (e.g. [X] or [X]) or equivalent combination of experience 

and education. 
• 3 to 5 years of recent related experience. 
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Skills & Knowledge  
• [Insert detailed list of required skills and knowledge] 
• Champions positive working relationships with a diverse set of colleagues and external 

stakeholders. 
• Knowledge of the BC primary health care system is an asset. 
• Knowledge of labour relations issues, including full cycle recruitment, performance 

management, strategic HR functions, and leading a diverse team of employees and 
contractors. 

• Able to set goals, create and implement action plans, monitor progress towards goals and 
the process and results. 

• Exemplary interpersonal, communication, listening and conflict resolution skills. Encourages 
open exchange of information and ideas using appropriate communication. 

• Able to identify problems and demonstrate resourcefulness and creativity in solving them. 
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Position Title: [POSITION] 
Position Type: [Full-Time, Part-Time (Number of Hours/Week), Contract (Length of Term)] 
 
Reports to: [POSITION], [Organization] 
Reporting to this Role: [Position Title, if applicable] 
 
ABOUT THE OPPORTUNITY 
 
Position Summary 
[In 1-2 sentences, describe the primary purpose of this position.] 
 
Essential Duties and Responsibilities 
[Category #1 (Example: Operations)] 
· [Insert list of key duties and responsibilities] 
 
[Category #2 (Example: Financial Management)] 
· [Insert list of key duties and responsibilities] 
 
ABOUT YOU, THE CANDIDATE 
 
Qualifications 
· [Insert detailed list of required qualifications] 
· Bachelor’s degree in a related field (e.g. [X] or [X]) or equivalent combination of experience 

and education 
· 3 to 5 years of recent related experience 
· Experience with managing a substantial operational budget and knowledge of financial 

management, including fund-accounting, budget preparation and working with staff and the 
Board to oversee financial accountability 

· Demonstrated experience dealing with media and government officials and acting as the 
public representative of an organization 

 
ABOUT US 
 
[Insert summary of organization’s history, mission and purpose. Example: [Organization] is a 
community-based non-profit organization made up of physicians in the [X] region to achieve 
common health goals. [Organization] works collaboratively with health authorities and 
community partners to enhance local patient care and improve professional satisfaction for 
physicians.] 
 
Commitment to Equity, Diversity & Inclusion 
[Insert the organization’s statement on equity, diversity and inclusion. Example: Equity, diversity 
and inclusion are at the core of [Organization]’s vision, mission, and values. We are committed 
to an inclusive workforce that fully represents many different cultures, backgrounds and 
viewpoints. Our objective is to provide a space for people from all walks of life, creating a 
welcoming environment for all.] 





















[Add your clinic logo or name] 
 

 

Date: Click or tap to enter a date. 

 

 

Before you begin your interview: 

• Speak with the candidate’s immediate supervisor and compare responses to the impression 
formed during the interview.  

• Include questions regarding skills, quality of work, performance, attendance, strengths and 
challenges, salary, and reason for leaving.  

• Conduct background checks and education/license verification. 

 

 

 

 

Nature & length of relationship 
How long have you worked with 
the applicant? 

Click or tap here to enter text. 

Where did you work with the 
applicant? 

Click or tap here to enter text. 

Who reported to whom?  Click or tap here to enter text. 

 

 

 

 

 

Please note: Your response to this reference request is protected under the guidelines of the Freedom 
of Information and Protection of Privacy Act (FIPPA). This reference will be treated in the strictest 
confidence and used for recruitment purposes only. It will not be shared with the applicant. 

Applicant information Referee information 

Name:  
 
Position applying for: 

Name:  
 
Organization:  
 
Title/Designation:  
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Strengths 
How would you describe the 
applicants key strengths? 

Click or tap here to enter text. 

Can you give specific examples? Click or tap here to enter text. 

 

Areas for improvement 
Are there any skills the applicant 
could improve upon in order to 
be successful in this role? 

Click or tap here to enter text. 

 

Significant accomplishments  
Can you describe some 
significant accomplishments 
that the applicant has 
completed? 

Click or tap here to enter text. 

 

Leadership style 
How would you describe the 
applicant’s work ethic? 

Click or tap here to enter text. 

How would you describe the 
applicant’s working style? 

Click or tap here to enter text. 

 

Work performance 
Can you describe the 
applicant’s interactions with 
staff members in the workplace. 

Click or tap here to enter text. 
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How well does the applicant 
work independently? 

Click or tap here to enter text. 

Comment on the applicant’s 
response to stress encountered 
in the workplace. 

Click or tap here to enter text. 

All things considered, would 
you recommend the applicant? 

Yes ☐  / No ☐ 
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[DATE] 
 
[NAME] 
[MAILING ADDRESS] 
[EMAIL ADDRESS] 
 
Private and Confidential 
 
RE: Letter of Employment – [POSITION] 
 
Dear [NAME]: 
 
We are pleased to offer you the position of [POSITION] with [ORGANIZATION] (the 
“Organization”).  
 
The terms and conditions of your employment are set out below.   
 
1. Position and Start Date 
 

The Organization will employ you in the [PART-TIME/FULL-TIME ] role of [POSITION] 
[(if part-time) for [X] hours per week]. The position is an [ON-GOING/FIXED TERM]. You 
will commence on [DATE] and will be subject to a [THREE (3) MONTH OR SIX (6) 
MONTH] probation period.  Please refer to Schedule A for a full overview of position 
duties and responsibilities. 

 
2. Hours of Work 

 
Your hours of work will be [X] hours per week. Our typical hours of work are Monday to 
Friday, seven (7) hours per day with a one (1) hour [PAID/UNPAID] lunch break. 
 
Your schedule will be discussed with your supervisor, [NAME], [POSITION]. 
 
The Organization needs to remain flexible and responsible to changing business needs 
and, as a result, may need to adjust your hours of work with reasonable notice. These 
adjustments may include changes to your start and finish times and/or your number of 
hours of work. 

 
3. Compensation 
 

You will be paid an [ANNUAL SALARY/HOURLY WAGE] of [X], less applicable 
withholdings, deductions and remittances (the “Salary”), in accordance with the 
Organization’s regular payroll practices. 

 
4. Vacation 
 

You are entitled to [X DAYS] of paid vacation per fiscal year in addition to paid leave 
when the Organization is closed during the winter break.  
 
You will schedule your vacation at such time or times that are mutually agreed upon with 
your supervisor and subject to the rules of the Organization. 
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5. Group Benefits (if applicable) 
 
 As of [DATE], you will be entitled to participate in the Company’s Employee Benefits 

Program, in accordance with the terms of the plan. 
 
6. Sick Leave (if applicable) 
 
 You are entitled to a maximum of [X] days of paid sick leave per [calendar/fiscal] year. 

Paid sick leave accrues at the rate of [X] days per month worked. Unused sick leave will 
not be paid out.   

 
7.  Confidential Information 
 

During your employment, you will have access to or become familiar with information of 
a confidential or proprietary nature that pertains to the operations of the Organization 
and to the services provided to our members. Except as may be required in the course 
of carrying out your job duties and responsibilities, you agree not to disclose any 
Confidential Information, directly or indirectly, or use it in any way during your term of 
employment or after the termination of your employment. 

 
8.  Policies & Procedures 
 

You are required to comply with all Organization policies and procedures as established 
and amended from time to time; however, such policies and procedures do not form 
contractual terms and may be amended without notice. You are required to comply with 
all lawful directions of Organization and follow all workplace policies and procedures and 
with Organization rules, regulations, polices, practices and procedures, as amended 
from time to time. For clarity, Organization reserves the right to revise, supplement, or 
rescind any of its policies, practices and procedures at any time as it deems appropriate 
in its sole and absolute discretion. It is your responsibility to familiarize yourself and 
remain up to date with Organization policies and procedures. 

 
9. Termination of Employment 
 

Your employment may be terminated, without further obligation or liability on the part of 
the Organization, in accordance with one of the provisions below: 
 
(a) You may resign your employment by providing at least two (2) weeks written 

notice of resignation. Upon receipt of your written notice of resignation, the 
Organization may, in its sole discretion, earlier terminate your employment, in 
which case the Organization will pay to you the wages, in lieu of notice of 
termination, required to be paid to you by the Employment Standards Act; 

 
(b) The Organization may terminate your employment for just cause at any time 

without notice, payment in lieu of notice, or other compensation; or 
 
(c) The Organization may terminate your employment at any time without cause, by 

providing to you only the minimum amount of notice or payment in lieu of notice 
(or a combination thereof) as required by the Employment Standards Act. 
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10. Conflict of Interest 
 
A conflict of interest exists when your personal interests, including those of family 
members, conflict with or could reasonably be seen to conflict with the duties of your 
position with the Organization and its best interests. You agree to avoid placing yourself 
in a position of conflict of interest. Should a potential conflict of interest arise, you agree 
to immediately disclose the potential conflict to your supervisor and cooperate fully with 
any safeguard that is implemented to address the potential conflict. 

 
11. Collection and Use of Personal Information   
 

You acknowledge that the Organization will collect, use and disclose personal 
information about you for employment and business related purposes. You consent to 
the Organization collecting, using and disclosing personal information about you, when 
reasonably necessary for security, employment and business purposes in accordance 
with applicable legislation and any privacy policy of the Organization that may be in 
effect from time to time. 

 
12. Modification of this Agreement 
 

Any modification of this Agreement must be in writing and signed by both parties, or it 
will have no effect and will be void. 
 

13. Governing Law 
 

This Agreement will be construed in accordance with and governed by the laws of British 
Columbia and the laws of Canada applicable to British Columbia. 

 
On behalf of [ORGANIZATION], we look forward to having you join our team. Please do not 
hesitate to contact me by email: [EMAIL ADDRESS] or phone: [PHONE NUMBER] with any 
questions. 
  
Sincerely, 
 
[ORGANIZATION] 
 
[SIGNATURE] 
[NAME]  
[TITLE] 
 
I have read and understand, agree and accept the terms of employment as outlined in this 
Agreement. 
 
____________________________________          _________________________________ 
Signature      Date 
 
CC: Name, Title 
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