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The 10-Minute Compliance Audit
A Rapid-Assessment Tool for Small and Mid-Sized Business Owners
Identify Your Gaps Before They Find You

	HOW TO USE THIS AUDIT
Review each item and mark your current status. This audit is designed to give you a practical, honest snapshot of your compliance readiness in under 10 minutes. Items marked 'Not in Place' or 'Unsure' represent your immediate action priorities.



	SECTION 1: DOCUMENTATION & POLICIES
	✅ In Place
	⚠️ Partial
	❌ Not in Place
	❓ Unsure

	Employee Handbook (current within 12 months)
Includes language for at-will employment, EEO policy, harassment, and disciplinary procedures
	
	
	
	

	Anti-Harassment & Discrimination Policy
Compliant with federal Title VII, ADA, ADEA, and applicable state law
	
	
	
	

	FMLA / Leave of Absence Policy
Applies to employers with 50+ employees; state leave laws vary. Is your LOA process clear and documented
	
	
	
	

	Remote Work / Hybrid Work Policy
If applicable, addresses equipment, data security, and availability expectations
	
	
	
	

	Social Media & Technology Use Policy
Defines acceptable use, confidentiality, and disciplinary consequences
	
	
	
	

	Disciplinary & Termination Procedures
Documented, consistently applied, legally defensible
	
	
	
	



	SECTION 2: HIRING & ONBOARDING COMPLIANCE
	✅ In Place
	⚠️ Partial
	❌ Not in Place
	❓ Unsure

	I-9 Employment Eligibility Verification
Completed correctly and stored separately from personnel files and not on an expired document
	
	
	
	

	W-4 & State Tax Withholding Forms
Current versions; updated upon qualified life changes
	
	
	
	

	Offer Letter Templates (legally reviewed)
No implied contracts; includes at-will language where applicable
	
	
	
	

	Background Check Authorization Process
FCRA-compliant; adverse action process documented
	
	
	
	

	New Hire State Reporting Compliance
New hires reported to state agency within required window (typically 20 days)
	
	
	
	

	Job Descriptions for All Active Roles
Updated, outcomes-based, FLSA classification correct
	
	
	
	



	SECTION 3: WAGE, HOUR & PAYROLL COMPLIANCE
	✅ In Place
	⚠️ Partial
	❌ Not in Place
	❓ Unsure

	FLSA Exempt/Non-Exempt Classification Review
All employees correctly classified; salary thresholds current
	
	
	
	

	Minimum Wage Compliance
Federal, state, and local rates — whichever is highest
	
	
	
	

	Overtime Policies Documented and Followed
OT authorization process; payroll reflects actual hours for non-exempt
	
	
	
	

	Pay Frequency Compliance
Meets state-required minimum frequency (varies by state)
	
	
	
	

	Pay Stub Requirements Met
State-specific itemization requirements satisfied
	
	
	
	



	SECTION 4: WORKPLACE SAFETY & RECORDS
	✅ In Place
	⚠️ Partial
	❌ Not in Place
	❓ Unsure

	OSHA Compliance (if applicable)
Hazard communication, required postings, incident recordkeeping
	
	
	
	

	Required Federal & State Workplace Posters
Current versions; posted in visible locations (or electronically for remote staff)
	
	
	
	

	Personnel File Structure & Separation
I-9s, medical records, and standard employment records stored separately
	
	
	
	

	Retention Schedule Followed
Employment records retained per applicable federal and state timelines
	
	
	
	

	Workers' Compensation Coverage
Active, adequate coverage; incident reporting process documented
	
	
	
	




	AUDIT SUMMARY
Items marked ✅ In Place:
Items marked ⚠️ Partial / Needs Update:
Items marked ❌ Not in Place / ❓ Unsure:

Your Top 3 Immediate Priorities:
1. ________________________________________________________________________
2. ________________________________________________________________________
3. ________________________________________________________________________



	IMPORTANT NOTICE
This audit is an educational self-assessment tool and does not constitute legal advice. Employment law requirements vary significantly by state, industry, and organization size. Epiphany HR Solutions recommends a comprehensive compliance consultation with a qualified HR professional to address your specific situation.



	IDENTIFIED GAPS? LET'S ADDRESS THEM TOGETHER.
Epiphany's Foundation Program includes a full HR Compliance Audit and Recommendations, core policy development, and consultation to develop an Employee Handbook giving you everything you need to transform your compliance gaps into a solid, defensible HR infrastructure.

Book your complimentary discovery call here: https://bit.ly/EpiphanyHR
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