 SEQ CHAPTER \h \r 1Corfee Stone & Associates
Human Resource Compliance Audit
California Law

Name of Organization: _________________________ Phone Number: ______________

Address: ________________________________________________________________
Email: _______________________ Contact Person: _____________________________
Date Completed: _________ Number of Employees: _________ Locations: __________

Type of Business: _________________________________________________________

	Do You Have These Documents?
	Yes
	No
	Comments

	1. Updated employee handbook (in the past year) and an anti-sexual harassment policy both reviewed by an attorney
	
	
	

	2. Written injury and illness prevention plan, posters, and training sessions
	
	
	

	3. All required State and Federal postings for the current year
	
	
	

	4. Form to call OSHA regarding serious injury, illness, or death on the job 
	
	
	

	5. Drug / Alcohol testing
	
	
	

	6. Workers Compensation Posters
	
	
	

	7. Massive Lay Off Notices
	
	
	

	8. Disability Discrimination forms to verify disability
	
	
	

	9. Serious Medical Condition forms per FED/CA Family Leave if you have 50 or more employees
	
	
	

	10. Pregnancy forms to accommodate pregnant employees
	
	
	

	11. Employee authorization deductions from pay (payback commission advances) or employee willfully and with dishonesty causes business loss
	
	
	

	12. Personnel file maintained on each employee (with separate medical workers compensation files) 
	
	
	

	13.  Arbitration Agreement
	
	
	

	14. Job Application (w/ at-will statement, etc.) swearing employee provide truthful information on the application to avoid negligent hiring lawsuit
	
	
	

	15. Job descriptions ( ADA, FLSA, OSHA, California OSHA compliant)
	
	
	

	16. Reference check forms (signed by applicant)
	
	
	

	17. Background checking authorization forms 
	
	
	

	18. Offer letter / Employment agreement ( reviewed by an attorney)
	
	
	

	19. I9s for proof of authorization to work (maintained in file)
	
	
	

	20. Evaluations referring to job descriptions
	
	
	

	21. Confidentiality Agreement – Trade Secret
	
	
	

	22. Time-sheet (non-exempt) including meal and rest periods, you must document meal and rest periods or you risk a class action
	
	
	

	23. FEHA Contact information and directions for compliant procedure ( Gov Code 12950)
	
	
	

	24. FMLA letter (for employers with 50 or more employees)
	
	
	

	25. Employee counseling / corrective action form
	
	
	

	26. Exempt and non-exempt classification for overtime purposes; done correctly
	
	
	

	27. Motor vehicle report (on all staff who may drive during the work day)
	
	
	

	28. Exit Questionnaire/registration/final paycheck receipt
	
	
	

	29. Cobra letters and EDD pamphlet 
	
	
	

	30. Package – handbook, policies, arbitration agreement etc.
	
	
	

	31. Form for investigating sexual harassment complaints
	
	
	

	32. IRS classification for independent contractors
	
	
	

	Have you done the following training in the past year?
	Yes
	No
	Comments

	33. Harassment prevention
	
	
	

	34. Safety training for all staff on all workplace hazards
	
	
	

	35. If your workplace has moving parts – hazardous control procedures
	
	
	

	36. IIPP OSHA training 
	
	
	


If this audit shows that your company is not in compliance please do not hesitate to contact our office, Catherine Corfee, at 916-487-5441 to set up an appointment to discuss how we can help you. 
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