
Silver Fern HR Consulting 
HR that feels human. Strategy that drives results.  

 

HR Essentials Checklist 
What Every Small and Mid-Sized Business Needs in Place to Stay Out of HR Trouble 

 

Compliance Foundations 

☐ Employee handbook reviewed and up to date ☐ Compliant employee classifications 

☐ Required labor law posters displayed ☐ Current W-4 forms 

☐ Complete and properly stored I-9 forms  ☐ Documented meal/rest break timekeeping practices 

☐ Compliant wage and hour practices  ☐ Accurate payroll records 

☐ Anti-harassment and anti-discrimination policies  ☐ OSHA-required safety documentation  

 

Hiring, Onboarding, & Offboarding 

☐ Consistent, documented hiring process ☐ Standardized interview process 

☐ Consistent and compliant offer letter template ☐ Signed handbook & policy acknowledgment forms 

☐ Employee onboarding and offboarding checklists ☐ Required COBRA/continuation of coverage notices 

☐ Current job descriptions aligned to roles ☐ New hire reporting sent to state 

 

Employee Management 

☐ Documented performance review process  ☐ Written accommodation process (ADA/WLAD) 

☐ Documented disciplinary & termination process ☐ Documented leave of absence procedures 

☐ Employee files organized and secure ☐ Consistent pay change documentation 

☐ Accurate PTO/Sick leave policies & tracking ☐ Standardized training records 

☐ Total Compensation Philosophy Statement ☐ Compliance with pay transparency requirements 

 

Culture & Leadership 

☐ Defined mission, values, & leader expectations ☐ Clear conflict-resolution reporting pathways 

☐ Manager training on people leadership ☐ Transparent growth and development framework 

☐ Employee feedback channels in place ☐ Regular employee engagement touchpoints 

☐ Exit interview process established ☐ Annual strategic plan with clear cascaded goals 

 

Not sure where to start? That's exactly what we're here for. 

Schedule a free consultation at silverfernhrconsulting.com  

andrea@silverfernhrconsulting.com  |  253.732.3848  |  Edgewood, WA 

Silver Fern HR Consulting — Clarity. Care. Strategy. 

 

 


