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HR Compliance Readiness Checklist

Protect your business. Strengthen your people. Stay audit ready with confidence.
Introduction
Running a business is challenging enough without worrying about HR compliance. This checklist helps you quickly identify areas that may expose your company to risk and gives you a clear path toward peace of mind.
Use it as your guide to ensure your HR practices are current, consistent, and compliant with employment laws.
1. Employment Law Basics
☐ Yes ☐ No All employees are properly classified as exempt or nonexempt under the Fair Labor Standards Act
☐ Yes ☐ No Posters and required notices are displayed in all worksites and updated annually
☐ Yes ☐ No Equal Employment Opportunity (EEO) and ADA policies are in place and communicated to all staff
2. Recordkeeping and Documentation
☐ Yes ☐ No I-9 forms and personnel files are stored securely and separate from employee personnel files
☐ Yes ☐ No Terminated employee files are retained according to federal and state retention laws
☐ Yes ☐ No Employee medical information is kept confidential and in separate files
3. Hiring and Onboarding
☐ Yes ☐ No Offer letters are consistent with company policies and employment laws
☐ Yes ☐ No Background checks and reference checks follow FCRA and EEOC guidelines
☐ Yes ☐ No New hire paperwork, including W-4s and acknowledgments, is properly completed and stored
4. Wage and Hour Standards
☐ Yes ☐ No Employees are paid at least minimum wage and overtime as required by law
☐ Yes ☐ No Time records accurately reflect hours worked and are reviewed regularly with  no rounding or automatic deductions of time
☐ Yes ☐ No Payroll changes are documented and approved before processing
5. Policies and Handbook Review
☐ Yes ☐ No The employee handbook is reviewed and updated at least once a year
☐ Yes ☐ No Policies reflect current employment laws, including anti-harassment and leave requirements
☐ Yes ☐ No Employees have signed acknowledgment forms confirming receipt of the handbook
6. Training and Development
☐ Yes ☐ No Managers receive annual training on harassment prevention and legal compliance
☐ Yes ☐ No Employees receive onboarding training on workplace conduct and safety
☐ Yes ☐ No All training sessions are documented and stored in personnel files
7. Health and Safety
☐ Yes ☐ No A written safety plan is in place and communicated to all employees
☐ Yes ☐ No Workplace incidents are documented and investigated promptly
☐ Yes ☐ No OSHA logs and safety records are maintained as required
8. Employee Relations
☐ Yes ☐ No There is a clear process for reporting concerns or complaints without fear of retaliation
☐ Yes ☐ No Performance evaluations are conducted consistently and documented
☐ Yes ☐ No Disciplinary actions follow a consistent and fair process


9. Termination Procedures
☐ Yes ☐ No Exit interviews are conducted to capture feedback and minimize risk
☐ Yes ☐ No Final paychecks are provided according to state law requirements
☐ Yes ☐ No COBRA or continuation of benefits information is sent to eligible employees
10. Annual HR Compliance Review
☐ Yes ☐ No Conduct an internal audit of all HR files and policies at least once per year
☐ Yes ☐ No Confirm all legal postings and recordkeeping meet federal and state requirements
☐ Yes ☐ No Document the date and outcome of your last HR compliance review
You’ve already taken a meaningful step toward stronger HR practices and legal compliance. If you selected “No” or “Not Sure” on any item, your organization may be vulnerable to costly penalties or employee claims. The good news? These risks can be corrected—quickly and effectively.
Schedule your complimentary HR Compliance Review today. In just 15 minutes, we’ll identify your top three areas of exposure and provide clear, practical next steps to strengthen your HR foundation.
To schedule your review, email us at julie.soltes@jtshrconsulting.com.
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