
What employers should know:

CHECKLIST 
HR COMPLIANCE



In today's rapidly evolving business landscape, HR departments worldwide are 
recognizing the pivotal role they play in maintaining and fostering a compliant work 
environment. 

Everything from the ever-changing regulations and potential penalties to the sheer 
responsibility of safeguarding both your people’s rights and the company’s integrity 
makes understanding HR compliance crucial. 

This comprehensive guide is here to help walk you through the essentials of HR 
compliance, providing you with a clear checklist to make sure you’re always up to date 
on the dos and don’ts. 

What is compliance in HR?
Compliance in HR refers to the process of making sure that the organization’s human 
resource practices are fully in line with the local, state, and federal labor and employment 
laws. 

Full compliance includes everything from equal employment opportunity and workplace 
health and safety to benefits administration and much more. 

HR compliance not only protects your business from potential legal mishaps but makes 
sure that you treat your people fairly and justly, which goes a long way toward building 
up a positive and safe workplace culture. 

https://www.eeoc.gov/


Why is compliance important to HR?
The HR department is rightly seen as the backbone of an organization. But it’s about far 
more than just managing and enabling people to succeed. It also stands as the guardian 
of organizations and their people when it comes to navigating the complexities of legal 
and ethical matters. 

This makes ensuring compliance vital for several reasons:

•	Avoiding legal penalties. In the dynamic world of labor laws, any sort of misstep can 
prove costly. Non-compliance can lead to several severe repercussions, from hefty 
fines and penalties to legal action that could harm the company’s future financial 
health. A proactive HR department can identify potential areas of risk and ensure all 
laws are followed—helping keep your organization on the straight and narrow.  

•	Protecting employee rights. At its heart, HR is about people. A primary function of 
HR is ensuring that every single person is treated equally and fairly under the law. 
This not only involves making sure your business follows anti-discrimination and equal 
employment law but also creating an environment where your people feel protected 
and valued.  

•	Maintaining company reputation. In the age of social media and digital 
communication, a company’s reputation constantly exists on a knife’s edge. A 
compliant HR department can foster trust among current and potential team members 
while signaling to business partners, stakeholders, and customers that the company 
operates with integrity and respect for all.  

•	Operational efficiency. Streamlined operations are one of the trademark signs 
of a successful business. Compliance guides standardized HR practices, ensuring 
companies run like well-oiled machines. By cutting down on errors, inconsistencies, 
and potential legal pitfalls, the company can focus its energy on growth and 
innovation.

To get a deeper understanding of how HR departments can streamline their adherence 
to legal and ethical standards and get a structured approach to evaluating and improving 
HR practices, check out our HR audit checklist.

https://www.hibob.com/hr-tools/hr-audit-checklist/


HR compliance issues
The business world never stands still. With so much fluidity and change comes a constant 
slew of new challenges and opportunities. 

In the realm of HR, keeping updated with the latest compliance requirements isn’t just a 
necessity, but a mandate to ensure smooth organizational operations. 

While these issues and challenges will vary from sector to sector, there are a few common 
human resource compliance issues that are always worth looking out for. With that in 
mind, let’s delve into some of the significant HR compliance issues we face today. 

•	Data protection and privacy. Data has always been important. But the digital age 
has amplified that importance: Every click, every interaction, and every piece of 
information shared within your organization is a piece of data you need to protect. As 
cyber threats and data breaches become more and more common, the pressure to 
safeguard businesses' sensitive information rises.  

HR departments have a level of responsibility when it comes to ensuring that data 
collection, storage, and processing closely stick to the latest privacy regulations. This 
includes clear levels of communication with team members about how their data is 
used and ensures they’ve consented to its use when necessary.  

•	Diversity and inclusion. The global push for more inclusive workplaces has seen the 
term “diversity” go from a buzzword to a business imperative. Regulatory bodies 
worldwide are putting a large amount of emphasis on making sure workplaces aren’t 
just diverse, but fully inclusive.  

HR departments now shoulder the responsibility for hiring practices that prevent 
discrimination, while also fostering a culture where everyone feels they belong and 
are respected. Continuous training, unbiased performance evaluations, and clear anti-
discrimination policies are just a few ways HR can ensure compliance in this area.  

•	Remote work regulations. The global pandemic reshaped the way we work. Remote 
working has become the norm for people all over the world and is still prevalent in 
modern workplaces. However, with this shift comes new challenges for HR to keep up 
with. Regulations around work hours, compensation, benefits, and even workstation 
ergonomics have emerged. For example, do your remote team members have the 
same benefits as your office-based team members?  

How can you ensure fair compensation for people working in different regions or 
countries with varying costs of living? These are just a few of the many considerations 
HR departments have to wrangle as they navigate the intricacies of remote work 
compliance.

Staying updated on these issues and the many more existing compliance challenges is 
essential for HR departments aiming to ensure seamless operations while protecting their 
organizations and their people. 

For a structured overview of these issues and how to address them, take a look at our HR 
compliance checklist. 

https://www.hibob.com/blog/data-security-and-compliance/
https://www.hibob.com/hr-glossary/remote-work/
https://www.hibob.com/hr-glossary/remote-work/
https://www.hibob.com/hr-tools/pay-equity-audit-template/


Your HR compliance checklist
Staying in line with modern-day rules and regulations can be tricky, and it’s never a great 
idea to rely on memory alone. 

That’s why we’ve curated a checklist to ensure that in the fight for ultimate compliance, 
you’re not just ticking boxes, but truly safeguarding your organization and your people. 

Implement non-discriminatory practices at every stage of the hiring 
process

Utilize fair candidate screening processes

Ensure job descriptions are clear, unbiased, and reflect the actual role 
and compensation

Recruitment and hiring

Complete all legal documentation, including tax forms and identification 
verifications

Set up an introduction to your company culture, including the employee 
handbook and company code of conduct

Provide a simple and clear layout of roles, responsibilities, and reporting 
structures

Team onboarding

http://www.hibob.com/hr-glossary/employee-handbook/
http://www.hibob.com/hr-glossary/employee-handbook/
https://www.hibob.com/hr-glossary/company-code-of-conduct/


Review and classify people as full-time, part-time, temporary, or as 
independent freelancers or contractors

Ensure classifications align with work responsibilities and hours

Regularly reassess roles to figure out if any reclassifications are 
necessary, especially after changes in job duties or work patterns 

Team classification

Regularly review compensation packages against minimum wage laws, 
the cost of living, and industry benchmarks

Ensure everyone receives legally mandated benefits

Review and update benefit plans, including health, dental, retirement, and 
other benefits

Compensation and benefits

Conduct regular safety audits of the workspace

Ensure compliance with local, state, and federal safety standards

Provide regular training on safety procedures and emergency protocols

Workplace safety



Schedule and conduct mandatory training sessions, including training 
such as anti-harassment and diversity and inclusion sessions

Monitor team members’ performance and progress and provide the 
relevant certificates upon completion

Evaluate training effectiveness and gather feedback for improvements

Training and development

Display and distribute materials to educate your team about their rights

Set up and share a way for people to easily (and anonymously) voice 
their complaints

Regularly collect feedback on workplace conditions and address any 
concerns

Team member rights

Check how data is stored and make sure it follows local, state, federal, 
and global privacy rules

Make sure team members know their data rights and give clear 
permission regarding its use

Keep data protection rules up to date 

Data privacy

https://www.hibob.com/hr-glossary/diversity-and-inclusion-in-the-workplace/


Have a set way to handle terminations which includes exit interviews and 
feedback sessions

Lay out specific reasons for ending jobs and ensure they meet any legal 
requirements

Provide support for exiting team members to ease their transition

Termination practices

Regularly update HR papers to make sure they’re in line with legal 
requirements

Update the employee handbook and company code of conduct whenever 
laws change

Keep all digital and physical files in an organized state for easy reference

Documentation



Best practices for HR compliance
Navigating the intricacies of HR compliance can be daunting. But by sticking to best 
practices, HR professionals can proactively mitigate risk and ensure that operations stay 
as smooth as possible. 

Here are a few of the best practices to keep to.

•	Stay updated. HR compliance never sits still. Due to its ever-evolving nature, it’s 
important to regularly review local, state, and federal regulations to make sure you’re 
always up to date. Conducting periodic HR audits can help ensure all of your internal 
practices align with your regulations. You can also do this by signing up to newsletters, 
joining HR forums, or participating in seminars. 

•	Emphasize training. Of course, it’s important that your HR team is aware of 
compliance mandates, but it’s also valuable to have the rest of your team in the know, 
too. From entry-level to senior management, having a team well-informed about 
compliance issues, including their rights and responsibilities, is a major help in the bid 
to stay compliant. 

•	Maintain documentation. Clear and meticulous record-keeping is an HR professional's 
best friend. Maintaining clear records on all aspects of the job, from recruitment to 
separation and termination, helps to make sure all of your vital information is readily 
accessible when needed. 

•	Seek external expertise. While your HR team might have a deep well of knowledge, 
certain complex situations may come up where the expertise of a legal professional is 
invaluable. In these cases, don’t hesitate to get some outside help from legal experts.

These HR best practices can help you make sure you’re always a step ahead, and stay at 
the forefront of compliance. 

https://www.hibob.com/hr-glossary/hr-audit/
https://www.hibob.com/blog/hr-best-practices/


HR tech and compliance challenges
Digital transformation comes with its fair share of challenges. And as HR continues its 
trajectory, the fusion of technology into its operations will bring up some issues such as:

•	Data security. With the adoption of human resource information systems (HRIS) 
and human capital management (HCM) systems, the safekeeping of sensitive team 
data becomes a priority. Implement stringent security protocols and conduct regular 
cybersecurity audits to help guard against any potential breaches.  

•	Regulatory updates. HR tech solutions aren’t static, they evolve alongside ever-
shifting laws and regulations. Make sure that your HR tech supplier offers updates in 
response to regulatory changes, and prioritize those updates in your system.  

•	Team training. The introduction of new technology often brings about the need for 
change management. It’s good practice to make sure your whole team, even those 
without a tech background, are comfortable with new systems. Regular training 
sessions and dedicated IT support can help smooth this transition—and make sure 
everyone is aware of digital compliance parameters.



Compliance never 
stands still 
Navigating the intricate pathway of HR compliance is 
crucial for the longevity and integrity of any organization. 
Staying informed, adopting best practices, and leveraging 
HR tech will ensure your company stands on the straight 
and narrow now, and in the future. 

Just remember, prioritizing the wellbeing and rights of your 
team members creates a strong backbone to build and 
sustain the success of your organization. 

https://www.hibob.com/hr-glossary/hr-tech/


Meet Bob
An HR platform such as Bob offers a one-stop-shop for all things

people. It sits at the center of your HR ecosystem, is fully customizable,
and grows with your organization.

In a short time, Bob can be deployed to enable
communication, collaboration, and connectivity that drives
stronger engagement, productivity, and business outcomes.

It delivers automation of many common processes, allows
greater oversight and visibility of the business, and centralizes

all people data in a secure, user-friendly environment.

It provides access to data and insights to help them
lead more effectively and streamline processes.

It’s the tools and information they need to connect,
develop, and grow throughout their journey.

hibob.com

For HR

For managers

For employees

https://www.hibob.com/

