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Human Resources Checklist – Some of the Basic Areas for CAC’s to Review  
 

Hiring and Onboarding Yes, we 
have 
this in 
place. 

Exists, 
but needs 
some 
attention. 

Does not exist 
or needs major 
improvement. 

ESSENTIAL PRACTICES    

Candidates complete an application and are selected 
based on the mission and job-related criteria. 

   

Prior to making an offer, qualifications are verified 
including: work history and/or professional 
references, required education, and licenses. 

   

Post offer, but before start date, criminal background 
checks are lawfully conducted and reviewed. 

   

A formal job offer letter is provided with pay rate, 
any special agreements, title, an “employment at 
will” statement (if applicable) and any contingencies 
are identified such as criminal history check or drug 
screen. (Best to attach copy of job description and for 
new hire to sign acceptance of the letter.) 

   

Required documents are completed promptly upon 
hiring: I-9, E-Verify (if applicable), confidentiality 
agreement, payroll forms, etc. 

   

BEST PRACTICES    

Job openings, based on requirements from a written 
job description, are advertised widely to obtain 
diverse and qualified applicants. 

   

Staff members conducting interviews are trained on 
how to interview and what types of questions to ask 
or not to ask (last part is essential). 

   

The selection process includes multiple factors such 
as: second interviews for top candidates, more than 
one interviewer, and/or appropriate activities to 
evaluate skills (proofreading/computer tests, written 
case analysis, presentation, etc.).   

   

The office is ready for the employee on day one, and 
there is an onboarding plan.  
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Performance Management and 
Compensation 

Yes, we 
have this 
in place. 

Exists, but 
needs some 
attention. 

Does not exist 
or needs major 
improvement. 

ESSENTIAL PRACTICES    

Supervisors provide informal feedback 
regarding job expectations and how well 
employees are performing. 

   

Employment termination decisions are 
consistent with policies and past practices and 
reviewed with legal counsel if possible. 

   

All staff positions have clearly written job 
descriptions identifying essential job functions, 
required and preferred qualifications, physical 
requirements and reporting relationships. 

   

Pay levels are periodically reviewed to ensure 
internal equity (fairness with other staff). 

   

BEST PRACTICES    

Formal or informal methods are used to show 
appreciation for excellent performance. 

   

Formal performance reviews are conducted at 
least annually and documented. Supervisors 
and employees identify goals, resources, 
development opportunities and/or support the 
employee may need to be successful. 

   

Employees who are not meeting expectations 
receive timely feedback (and do not receive 
raises until performance improves). There is 
appropriate follow up and documentation.  

   

Employees sign receipt of any written 
performance warnings or documents. 

   

Board of Directors provides annual, written 
performance review to Executive Director. 

   

Pay levels are periodically reviewed to ensure 
competitiveness in applicable job market. 

   

Pay practices and decisions are documented, 
and employees understand how their pay is 
determined. 
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Employee Relations, Policies and 
Communications 

Yes, we 
have this 
in place. 

Exists, but 
needs some 
attention. 

Does not exist 
or needs major 
improvement. 

ESSENTIAL PRACTICES    

Staff meetings are held on a regular basis to 
keep everyone informed and engaged. 

   

Supervisors are responsive to employee 
suggestions and concerns. 

   

Personnel policies are well-defined, non-
discriminatory and consistently applied. 

   

BEST PRACTICES    

The organization has written employee policies 
that are approved by the Board and reviewed 
by legal counsel. 

   

There is a formal process for reviewing and 
communicating any policy changes.  

   

Written policies include equal employment 
opportunity and requirements regarding 
applicable laws including mandated reporting, 
social media use, ethics, non-discrimination, 
anti-harassment, etc. 

   

Each personnel file includes a copy of a signed 
acknowledgement indicating the employee has 
received a copy of the policies. 

   

Leadership team encourages a supportive 
working environment and shares information 
regarding strategic planning and agency goals 
and overall performance. 

   

A formal process is in place for seeking and 
responding to employee feedback, preferably 
with an anonymous option if applicable. 

   

Management supports trauma-informed 
practices and procedures and encourages self- 
care for employees. 

   

Social events and activities are held periodically 
to build positive working relationships and a 
supportive environment. 
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Key Labor Law Compliance 
Issues  
(not a complete list, will also vary by state) 

Yes, we 
have this in 
place. 

Exists, but 
needs some 
attention. 

Does not exist 
or needs major 
improvement. 

Legal hiring process. Areas to review include: 
• Interview questions and screening process 
• Hiring decisions based on job criteria and 

nondiscriminatory 
• Application meets any state “ban the box” 

restrictions and other laws 
• Reference and background checking forms, 

notices and procedures comply with FCRA 
and other applicable laws 

• Timely I-9 (and E-Verify) completion 

   

If the agency or job is FLSA covered, the job is 
classified as exempt or nonexempt and hours 
for nonexempt employees are properly 
recorded and paid. Supervisors and employees 
trained on timekeeping policies. 

   

Contract, volunteer and intern positions are 
reviewed to ensure they are classified 
correctly and are not employee positions. 

   

Labor law posters are current. (A poster 
service or FirstStep Poster Advisor are places 
to start.) 

   

Personnel files are maintained in a secure area 
with medical and other confidential 
background information kept separately. 

   

Harassment, discrimination and other legal-
type complaints are investigated promptly. 

   

Management has a process in place to keep the 
organization up-to-date on federal and state 
labor laws and has access to legal counsel 
when needed.  

   

The agency follows all other applicable state 
and/or federal laws that may apply including 
ERISA, HIPAA, COBRA, ACA, FMLA, etc. (Some 
only apply to large organizations and/or those 
offering benefits. Consult legal or HR 
professional for advice.) 

   

  


