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HR Compliance Checklist
· Employee Classification
· Verify correct classification of employees (Exempt, Non-exempt, Independent Contractors)
· Review and update job descriptions regularly
· Confirm compliance with the Fair Labor Standards Act (FLSA) and California Labor Code
· Resource:
· Department of Labor (DOL) - Employee Classification
· California Department of Industrial Relations (DIR) - Employee Classification
· Wage and Hour Compliance
· Ensure compliance with federal and California minimum wage laws
· Verify overtime payment practices, including California-specific rules
· Monitor recordkeeping for hours worked
· Resource:
· DOL - Wage and Hour Division
· California DIR - Wage and Hour Laws
· Payroll and Tax Compliance
· Ensure accurate payroll processing
· Verify correct withholding for federal, state, and local taxes
· File payroll taxes on time (e.g., Form 941, DE 9, DE 9C)
· Resource:
· IRS - Payroll Information
· California Employment Development Department (EDD) - Payroll Taxes
· Employee Benefits
· Ensure compliance with the Affordable Care Act (ACA) and California-specific healthcare laws
· Administer benefits according to plan documents
· Provide required notices (e.g., COBRA, HIPAA, Cal-COBRA)
· Resource:
· HealthCare.gov - Employers
· California Department of Managed Health Care - Cal-COBRA
· ACA
· Anti-Discrimination Laws
· Ensure policies comply with Equal Employment Opportunity (EEO) laws and California's Fair Employment and Housing Act (FEHA)
· Conduct regular training on anti-discrimination and harassment (including mandatory sexual harassment training)
· Document and investigate any complaints promptly
· Resource:
· Equal Employment Opportunity Commission (EEOC)
· California Department of Fair Employment and Housing (DFEH)


· Workplace Safety
· Comply with Occupational Safety and Health Administration (OSHA) and Cal/OSHA standards
· Maintain and post the OSHA 300 log
· Conduct regular safety training and drills
· Resource:
· OSHA
· California Division of Occupational Safety and Health (Cal/OSHA)
· Employee Leave
· Ensure compliance with the Family and Medical Leave Act (FMLA) and California Family Rights Act (CFRA)
· Track and document all leave taken
· Provide required notices to employees
· Resource:
· DOL - FMLA
· California DIR – CFRA
· ADA
· Employee Privacy and Data Security
· Ensure compliance with data protection regulations (e.g., GDPR, CCPA)
· Implement and review data security policies regularly
· Conduct training on privacy practices
· Resource:
· Federal Trade Commission (FTC) - Privacy
· California Office of the Attorney General – CCPA
· Recordkeeping
· Maintain accurate and up-to-date employee records
· Retain records for the required period (e.g., I-9 forms, W-2s, California Wage Theft Prevention Act notices)
· Ensure secure storage of sensitive information
· Resource:
· DOL - Recordkeeping Requirements
· California DIR - Recordkeeping Requirements
· Employment Laws and Regulations
· Stay updated on federal, state, and local employment laws
· Review and update employee handbook regularly
· Consult with legal counsel to ensure compliance
· Resource:
· DOL - Compliance Assistance
· California DIR - Labor Law Information
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This checklist provides an overview to help ensure that your HR practices comply with both federal and California-specific laws and regulations. Regularly review and update this checklist to keep pace with any changes in legislation.
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