



	PRELIMINARY HR AUDIT CHECKLIST

	

	Company Name:

	

	Number of employees in California:                          Number of employees worldwide:

	

	Is the company headquartered in California?                If not, where is it headquartered?

	

	Are all employment posters prominently displayed?

	

	Do all employment posters include the latest revisions?

	

	Do managers understand how the posters relate to their job duties

	

	Do employee files only contain job-related information?

	

	Do employee files have I-9s?

	

	Do employee files have offer letters stating employment is “at will”?  

	 

	Do employee files have accurate payroll information? 

	

	Do you maintain an applicant flow log?  

	

	Do you have government contracts of $50,000 or more?

If so, do you maintain an annually updated Affirmative Action Plan?  

	

	Do you have an employee handbook?  Has it been updated in the last two years?  

	 

	Does the handbook contain up-to-date anti-harassment language?  

	

	Do employees sign an acknowledgement that they have read the handbook?   

	

	Do you have an adequate “at will” statement?  Is it prominently included in your handbook, your job application, your offer letter, etc.?  

	

	Have all leads, supervisors, and managers received AB1825-Mandated Harassment Prevention Training in the past two years?

	

	Have leads, supervisors, and managers, been trained on basic supervisory law? 

	

	Have leads, supervisors, and managers received any leadership or managerial skills training?  

	

	Have you reviewed your salary and benefits program for internal and external equity?   

	

	Have you conducted an employee opinion survey in the last two years?  If so, was it conducted by an outside source?

	

	Do you have a formal performance review plan?  If so, are reviews current?

	

	Are all employees properly classified as either exempt or non-exempt?

	

	Do you have written job descriptions that have been updated in the last two years?

	 

	Do all job descriptions have pay ranges and FLSA exemption status?   

	

	Do you have a clearly articulated and compliant policy on Meal and Rest Periods?  Is it always adhered to by all non-exempt employees?  

	 

	Do all job descriptions contain necessary ADA information?  

	 

	Do you have a written IIPP?

	

	Are you conducting safety training that includes written testing?  

	








[image: image1.png]


