HR Hiring Process Compliance Checklist

Ensure your recruitment practices meet all legal and company standards with this HR Hiring Process Compliance
Checklist. It guides you through verifying documentation, conducting fair interviews, and adhering to employment laws.
Streamline compliance to create a transparent and effective hiring process.

1. Job Posting & Advertisement

e Ensure job descriptions are clear, accurate, and do not contain discriminatory language.

List essential qualifications and responsibilities aligned to business needs.

Advertise positions openly and consistently across approved channels.

e Retain copies of all job advertisements for compliance records.

2. Application & Screening

Use standardized application forms to collect candidate data.

Verify all information is handled in accordance with privacy laws (e.g. GDPR, CCPA).

Screen candidates based on objective, job-relevant criteria only.
e Document reasons for candidate rejection or progression.

3. Interview Process

e Ensure all interview questions relate to the requirements of the job.
¢ Train interviewers on non-discriminatory interviewing techniques.

e Provide equal opportunities for reasonable accommodations.

e Keep interview feedback and decisions well-documented.

4. Selection & Offer

e Perform reference and background checks within legal guidelines.
e Ensure offers are contingent on verification steps, where applicable.
e Provide written offer letters outlining terms, conditions, and benefits.
e Comply with internal approval and sign-off processes.

5. Onboarding & Documentation

Collect and verify all required legal documents (e.g. proof of right to work, tax forms).

Distribute and explain company policies, including anti-discrimination and harassment policies.

Complete required training (e.g. safety, compliance) prior to start date.

Store all completed documents securely and in compliance with record-keeping laws.

6. Periodic Review & Audit

e Conduct regular audits of the hiring process for compliance and fairness.
e Update policies and checklists as laws and internal practices change.
¢ Solicit feedback from candidates and hiring managers for process improvement.

Note: This checklist is intended as a guideline. Always consult with your company's legal counsel or HR compliance officer to
ensure compliance with all applicable local, state, and federal laws.
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