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[bookmark: _Hlk188210411]Ensuring HR and Employment Compliance: A Practical Checklist 

IMPORTANT GENERAL REMINDERS

Basic Wage and Hour Compliance
· Are your employees properly classified as exempt or non-exempt?
· Review salary and “white collar exemption” duties under federal and Oregon law. 
· Are your non-exempt employees taking their mandatory meal periods?
· 30-minute, unpaid, uninterrupted meal period for shifts of 6 hours or more.
· Are your non-exempt employees taking their mandatory rest periods?
· 10-minute paid rest period every four hours or major portion thereof.
· Are your non-exempt employees recording all hours worked? 
· This includes “off-the-clock” time such as responding to emails, phone calls, etc.
· Timeclock rounding is not allowed under Oregon law.
· Are your non-exempt employees being paid overtime?
· Typically, 1.5 times rate regular rate of pay for hours worked over 40 in a workweek.
· When an employee has multiple pay rates within a workweek, or when commissions and other non-hourly compensation are involved, the overtime “regular rate” is determined by a weighted average.
· Special overtime requirements for agricultural and manufacturing workers.
· Do you have 1099 workers (independent contractors)? 
· If so, review requirements as Oregon law is very strict regarding who qualifies as an independent contractor. 

Required Policies
· Harassment Policy – Have all employees been provided with a harassment policy at the time of employment and also at the time of a harassment complaint?
· This is required under Oregon’s Workplace Fairness Act.
· Your harassment policy must have specific language to be compliant.
· Pregnancy Accommodation Policy – Have all employees been provided with a pregnancy accommodation policy at the time of employment and also within 10 days of informing you of their pregnancy?
· This is required under Oregon law. 

Employment Posters
· Do you have current employment posters? 
· Employers are required to display certain workplace notices and posters at each company work location in Oregon.
· Cascade has an all-in-one poster that complies with the poster requirements. You can purchase it here. 

Oregon Saves
· Do you offer your employees a qualified retirement savings plan?
· All Oregon employers must offer a qualified retirement savings plan to employees. If you do not have a private company-provided 401(k) plan, or other qualified plan, employers must enroll in OregonSaves. Even if you do provide a qualified plan, you will need to file an exemption on OregonSaves. 
· Oregon Saves is a free program that provides access to a retirement plan for employees who don’t have one through their employer.
· As Cascade’s partner, CSNW Benefits can help ensure that your 401(k), 403(b) or 457 savings program delivers the greatest value to your employees. For more information contact Dan O’Doherty at dan.odoherty@aleragroup.com  or 503.542.4093. 

Paid Leave Oregon (PLO)
· Have you enrolled in PLO or been approved for an Equivalent Plan?
· ALL employers must register for PLO here.
· Make sure contributions are coming out of your employee’s paychecks. 

Workers’ Compensation
· Do you have workers’ compensation coverage? 
· It is a requirement for all employers in Oregon. You can read about the details here. 

Unemployment Insurance
· Have you registered with the state for unemployment insurance? 
· If not, information can be found here. 

Safety Committee or Meeting
· Do you have a safety committee or hold safety meetings?
· Oregon employers are required to have, depending on certain factors, either a safety committee or hold safety meetings.
· Information can be found here.

General Employer Tax Responsibilities 
· Here is a link to your general tax obligations as an employer.

Affordable Care Act (Employers with 50 or more FTEs)
· Applicable Large Employers must offer affordable health insurance to employees.
· Information can be found here.
· 1095-C Forms – You must provide each employee with a Form 1095-C, which summarizes the health insurance coverage offered to the employee during the previous year.
· 1094-C Forms – You must also file Form 1094-C with the IRS, which summarizes the health insurance coverage offered to all employees.

Payroll
· Have you set up your payroll system? 
· All employers with paid employees working in Oregon must register for a business identification number (BIN) to report and pay Oregon payroll taxes.
· All employers must withhold a portion of their employees’ wages based on their allowances and send the funds to the Department of Revenue.  
· Information can be found here.
· Have you established consistent paydays?
· Employers are required to pay employees on a regular payday schedule.
· Paydays may not be more than 35 days apart.
· Wages must be paid in cash or by a check that can be cashed immediately, without fees or discounts, at a financial institution in the same county where it was issued. With employee authorization, employers may deposit wages directly into the employee’s account at an Oregon bank, credit union, or savings and loan.
· Are your paystubs compliant? 
· The written itemized statement must include:
· The date of the payment;
· The dates of work covered by the payment;
· The name of the employee;
· The name of the employer and the employer’s business registry number or business identification number;
· The address and telephone number of the employer;
· The rate or rates of pay;
· Whether the employee is paid by the hour, shift, day or week or on a salary, piece or commission basis;
· Gross wages;
· Net wages;
· The amount and purpose of each deduction made during the respective period of service that the payment covers;
· Allowances, if any, claimed as part of minimum wage;


· The regular hourly rate or rates of pay, the overtime rate or rates of pay, the number of regular hours worked and pay for those hours, and the number of overtime hours worked and pay for those hours;
· If the employee is paid a piece rate, the applicable piece rate or rates of pay, the number of pieces completed at each piece rate and the total pay for each rate.
· Are you aware of “local” taxes for the employer and/or employees? 
· For example, employers and employees in Multnomah County have specific local payroll taxes. 

ESSENTIAL COMPLIANCE TOOLS 

· Employee Handbook 
· Developed and annually updated to reflect current policies and procedures.
· Multi-state employers should have addendums for state-specific policies.
· Employees should receive their handbook upon hire and sign the handbook acknowledgement form.
· Job Descriptions  
· Reviewed at least annually with employee and the supervisor.
· Updated to reflect current essential job duties.
· Reviewed for appropriate FLSA (exempt/non-exempt) classification.
· Signed by the employee.
· Formal Compensation Structure
· Ensure basic compensation structure to comply with Oregon’s Equal Pay Act.
· Determine competitive pay levels. 
· Establish and maintain current pay grade and wage structures.


RECRUITMENT

Planning & Preparation
· Application – No information regarding protected class status; salary/pay history; credit history; and criminal convictions.
· Job Description – Must be current and detail the essential duties and responsibilities, required skills and desired qualifications.
· Wages & Benefits – Determine a competitive wage range and benefits package compliant with Oregon’s Equal Pay Act.
· Identify Recruitment Channels – Job boards (i.e. Indeed), Social Media (i.e. LinkedIn), Employment department, Company website.



Sourcing Candidates
· Advertise Job Openings. If drug testing and background checks are required, state in the job advertisement. 
· Screen Applications/ Resume/ Cover Letter based on job qualifications and ensure minimum qualifications are met.
· Develop Interview Questions – Skill-based and behavioral-based questions; do not ask any questions that could allude to candidates’ protected class; ask all candidates the same questions to ensure fairness and consistency with the selection process.
· Schedule Interviews. First – Phone or Virtual Screens: Conduct initial phone or virtual screens to qualify candidates; Second – If the candidate passes the first round, conduct In-Person or Virtual Interviews. Consider including human resources, hiring managers, and other team members.  

Background Checks & Pre-Employment References 
· Verify Employment History – Contact previous employers and contact references – contact references to gather insights into the candidate's work performance; do not ask about protected activity such as absences. 
· Education Verification – Verify educational credentials if necessary for the job.
· Drug Screen Procedure
· DMV Verification if necessary
· Background Checks – Assure compliance with the Fair Credit Reporting Act & Oregon law.
· Oregon has a statewide “ban the box” law, which prohibits employers from asking about an applicant’s criminal history before the initial interview (or if located in Portland, before a conditional job offer is made). It is important to note that Oregon’s Ban the Box does not prevent employers from considering an applicant’s history of criminal convictions in making their final hiring decision.
· For criminal background checks, employers must make employment decisions based on legitimate, job-related reasons. 
· For credit history background checks, federal and state law prevent employers from obtaining an applicant’s credit report, unless the essential function of the applicant’s job requires access to financial information beyond that typically required in a retail transaction (meaning in general the employee would have access to information beyond credit card numbers, checking accounts or debit card numbers); or the employer is required to obtain credit history information as a condition of bonding or insuring the employee.
· When an employer makes a negative employment decision based on background check information, this triggers “adverse action” employer requirements under the Fair Credit Reporting Act.  



Offer Letter
· Formal Job Offer – A verbal job offer followed by a written formal offer is a common practice. 
· The written offer should include start date, job title, salary and benefits, work schedule, job duties and responsibilities, and an at-will employment statement. 
· Provide instructions to bring I-9 accepted documents.
· If the offer is contingent upon passing background checks and/or drug screens, the written offer letter should specifically state this. 
· The written job offer should be signed by applicant, if accepted.


ONBOARDING 

New Hire Paperwork
· Direct Deposit Enrollment Form (forward to payroll and file in payroll file)
· Deduction Authorization Form (forward to payroll and file in payroll file)
· I-9 Form (File in separate I-9 folder; keep locked up)
· W-4 (forward to payroll and store in payroll or personnel file)
· Business Travel – if an employee travels for work, keep copy of EE’s auto insurance (file in personnel file), make sure business insurance and workers’ comp covers travel.
· Job Description, signed and returned (file in personnel file)
· Emergency Contact Form (file in personnel file)
· Personnel Action Form (completed by hiring manager) (file in personnel file)
· Employment Application, filled out completely, signed and returned. (file in personnel file)
· Oregon New Hire Reporting Form (submit to state)
· Benefit Enrollment (submit to applicable companies)
· Signed Employee Handbook Acknowledgement (store in personnel file)
· Signed Offer Letter (store in personnel file)

Job-Specific Information
· Introduction to the job
· General performance expectations (e.g., productivity)
· Written, signed job description
· Procedures manuals (if applicable to job)
· Work rules
· PPE (i.e. safety glasses if applicable to job)



Introduction to Work Area (if applicable)
· Workstation, cubicle, office location
· Supervisor, manager, key co-workers and support personnel and their locations
· Lockers or other areas for personal items
· Restroom and if applicable, lactation room
· Cafeteria, vending machines, nearby food service
· Copier, printer, other shared office equipment
· Storage closet, cleaning supplies, tools and equipment
· Supplies, mail, message board, sign-in and sign-out 
· First aid stations, emergency exits, fire stairs, post-exit meeting area
· Parking, including restrictions 
· Building hours, work schedule, lunch and breaks
· Security alarms

Employee Identification 
· Security cards, office and building keys
· Credit and gas cards (if applicable)
· Business cards 

Phone & Communication System 
· Phone number, access code for messages, introduction to phone system, message recording & retrieval, making calls
· Phone policies
· Cell phone (if applicable)

Computer System 
· Log-in, password, procedures for logging in and out, remote access (if applicable)
· Introduction to email, messaging, calendar, address book
· Contact for computer related questions

Compensation & Reimbursement
· Timeclock, timesheets, and payroll procedures 
· Schedule of paydays, procedure for requesting a draw (if applicable)
· PTO request procedure
· Leave requests – procedure
· Mileage & other expense reimbursements
· Handbook
· Employee benefit information including benefits provided (i.e., medical, dental, vision, 401k, STD, LTD, life insurance), benefit start date, benefit costs, eligible dependents for health insurance, and enrollment paperwork. 


BASIC PERFORMANCE MANAGEMENT PROCESS & FORMS

· Performance Feedback Forms
· Corrective Action Notice Form
· Performance Improvement Plan Form
· Attendance Tracking Form – attendance standards do not apply to protected leaves 


BASIC LEAVE FORMS 

· Sick Leave Request Form
· Vacation or PTO Request Form
· ADA Forms – Request Form, ADA Medical Certification, Leave Accommodation Letter
· OFLA Forms – if applicable, applies to Oregon employers with 25 or more employees
· FMLA Forms – if applicable, applies to employers with 50 or more employees 


TERMINATION FORMS & PROCESS

· Determine separation cause – Voluntary resignation, disciplinary action/misconduct, unsatisfactory work performance, layoff, position eliminated, unable to perform essential job functions
· Final Paycheck – Follow legal timeline, have employee sign acknowledgment of final paycheck
· Exit Interview – Only if voluntary resignation 
· Termination Letter – Modify according to the reason for termination
· Medical/Health Benefits – Oregon State Continuation Notice (generally 20 or fewer employees), COBRA (20 or more employees)

RECOMMENDED SUPERVISOR TRAININGS (BASICS)

· Basics of Supervision 
· Harassment Awareness 
· Reasonable Suspicion
· HR and Employment Law Risk Management for Supervisors
· Corrective Action and Documentation
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