
HR Compliance Checklists
From best practices for hiring new employees to documenting their data 
properly, a regular review of your HR procedures will help you stay 
compliant. Use these four checklists to guide you:
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Ensure that job descriptions are Americans with Disabilities Act (ADA) compliant 
and meet federal and state requirements.

Review your employment applications to ensure compliance with any applicable 
federal and state laws regarding prohibited questions or statements.

Evaluate your interview questions. Are they legal? Do they pertain directly to the 
position?

Make sure written authorization is obtained for background checks and that Fair 
Credit Reporting Act requirements are satisfied, as well as any other federal and 
state laws for conducting background checks.

Update policies related to drug testing, the use of arrest and conviction records and 
other candidate information regulated by federal and state law. 

Confirm that all recruitment and hiring strategies compy with federal and state 
nondiscrimination laws. 

Have an HR specialist or employment law attorney review job offer letters to ensure 
they include a statement regarding employment at-will. 

Forms I-9 must be completed for all new employees within three business days 
from the first day of paid work. 

Collect new hire reporting documents including Form W-4 and other federal and 
state forms. 

Go over your onboarding program for new employees to familiarize them with the 
company's practices. 

Hiring





http://www.dol.gov/odep/pubs/fact/focus.htm
http://primepay.com/compliance-checklist?utm_source=download&utm_medium=quickchecklist&utm_campaign=1to9HRAdvupsellClient
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Ensure your employees are properly classified as exempt or non-exempt based on 
their job duties and compensation. Job titles alone do not determine an employee's 
status and you should always closely check the exact terms and conditions of an 
exemption. This article from the Department of Labor (DOL) explains the breakdown. 

Review all your pay practices that include minimum wage and overtime pay, 
compliance with the Fair Labor Standards Act and any state laws that are more 
faborable to employees.

When setting up and evaluating employee pay periods (weekly, bi-weekly, semi-
monthly), make sure they are scheduled in accordance with state wage payment 
timing requirements. FindLaw explains here. 

Pay and incentive programs should be designed to treat employees equitably. 

Decisions regarding promotions and merit raises should be based on clear and 
objective criteria. 

Employ independent contractors? Review this relationship carefully to prevent 
misclassification. 

Have tipped employees? Read these payroll and tax guidelines here. 

Employee Pay
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http://webapps.dol.gov/elaws/whd/flsa/screen75.asp
http://employment.findlaw.com/wages-and-benefits/state-pay-day-requirements.html
http://primepay.com/blog/payroll-and-tax-law-guidelines-tipped-employees?utm_source=download&utm_medium=quickchecklist&utm_campaign=1to9HRAdvupsellClient
http://primepay.com/compliance-checklist?utm_source=download&utm_medium=quickchecklist&utm_campaign=1to9HRAdvupsellClient
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Ensure all company policies and procedures comply with federal and state labor 
laws related to employee leave, equal employment opportunity, sexual 
harassment, worker safety, payday requirements, minimum wage, etc. 

Provide every employee with a handbook and obtain a signed receipt 
acknowledging that he or she has reviewed the handbook. 

Review the handbook to ensure it includes this crucial information: The 
company's policies and procedures related to standards of conduct, 
nondiscrimination, benefits and other terms and conditions of employment.

Display labor law posters that are required by federal and state law where 
employees can easily view them. 

Put procedures into place for maintaining employee records and files, 
including what information should be collected, confidentiality and how long 
to keep records. 

Keep medical records and other confidential documents in a separate file from the 
employee's personnel file.

Provide the necessary skills and regulatory training to employees, including safety 
and sexual harrassment. 

Consistency is key. Be sure that all of your human resources policies and 
procedures apply equally to all employees and are applied fairly throughout 
your company. 

Employee Policies
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http://primepay.com/blog/employee-handbook-worth-investment?utm_source=download&utm_medium=quickchecklist&utm_campaign=1to9HRAdvupsellClient
http://primepay.com/blog/how-often-should-you-replace-your-labor-law-posters?utm_source=download&utm_medium=quickchecklist&utm_campaign=1to9HRAdvupsellClient
http://primepay.com/compliance-checklist?utm_source=download&utm_medium=quickchecklist&utm_campaign=1to9HRAdvupsellClient
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Ensure performance reviews are conducted for all employees on a regular 
basis.

Clearly communicate job expectations and responsibilities to all employees 
including the measured performance standards. 

Put systems into place for measuring performance based on job-related 
functions and criteria that were illustrated in the employee's job description

Review and update job decsriptions at least once a year. 

Document with accuracy and detail the records regarding performance to support 
personnel decisions. 

Make certain that performance reviews are based upon specific job-related 
criteria. 

Provide honest, factual and complete notes. 

Compare performance gainst job description and goals.

Offer ongoing feedback. 

Ensure the review process for measuring performance is equal amonst all 
employees. 

Performance Reviews
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