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FULL MENU CHECKLIST 

 (All Services are available for Retainer and Single Projects) 

HR ADMINISTRATION 

 Full Service HR Audit – all programs, compliance and recommendations 

 Employee Handbook and development of Company-Specific Policies 

 Managers HR Policy Handbook – Leadership Guide for Policy Administration 

 Federal and State Legal Postings 

 Pre-Employment Background Checks – Criminal, Social Security, Credit, Past Employer 
References, Driving, Baseline Skills Assessment 

 Pre-Employment Testing – for New Hire Employees 

 Employment Documents – New Hire Summary, I-9, W4, References, Legal Brochures, etc. – All in 
one packet 

 Essential Stand Alone HR Policies – FMLA, Pregnancy Leave, At-Will, Immigration, Drug and 
Alcohol, Electronic Communications, Sexual and Unlawful Harassment, Confidentiality and 
Proprietary, Injury and Illness Prevention 

 

GENERAL HR MANAGEMENT 

 Regular on-site and off-site client engagements in support of all HR related issues, Management 
Consultation, Employee Relations, Auditing, Training, Meetings, Strategy, Staffing and more 

 Management and Support with all ancillary programs –  such as benefits and payroll  

 Support and Consultation with routine or complex workplace issues that arise 

 Exit Interviews and Reporting 

 Termination Consultation and Documentation 

 Regulatory Agency Legal Administration and Consultation 

 Complimentary notification of HR Alerts, trends and news 

 Organizational Structure, Succession, Strategy and Metrics Reporting  

 Annual HR Programs Audit and Corrections 
 

PROFESSIONAL SEARCH (RECRUITMENT & STAFFING) 

 Contingency Search  Engagement (Retained Clients) Full Cycle Executive Search, Discounted 
Rate 

 Contingency Search Engagement (Full Service) Full Cycle Professional Search, Full Rate 

 Recruitment Process Outsourcing (All Clients) Flat Rate Search and Support 
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STAFFING SUPPORT PROGRAMS 

 Support and Consultation in all areas of Recruitment, Workforce Planning and Selections 

 Development of New hire Requisition Process 

 Behavioral Interviewing and selection support 

 Administration of Background Checks  

 Providing metrics data related to HR Programs 

 Training and Coaching for internal Recruitment, Interviewing and Selection 

 Development of Recruitment Programs including Requisition process and Offer letter 
 

TRAINING AND DEVELOPMENT 

 Training Development ς Successful On-boarding/Orientation 

 Training Development ς On the Job Training (OJT) / Program Structure 

 Provide On-Site  and On-line Training  Workshops 
Training Classes Include: 

 Customized Leadership Training – Various Customized Workshops 

 Sexual and Unlawful Harassment Awareness for Employees 

 Sexual and Unlawful Harassment Prevention and Response for Company Leaders 

 Effective Communication Skills – Strategies for relating to different personalities 

 Effective Supervisor Skills Training and Workshop 

 Workforce Diversity Awareness 

 Behavioral Interviewing and can’t miss Selection 

 Workplace Violence Prevention and Response 

 Fundamentals of Human Resources Management 
 

LEGAL & COMPLIANCE 

 Employee Relations / Consultation / Employee Investigations for any issue such as Sexual 
Harassment, Employee Terminations, Layoffs, etc. 

 Research of all HR issues, legal compliance and survey trends 

 Regulatory agency management and support, such as Unemployment, Equal Employment 
Opportunity Commission and other Regulatory Agencies 

 Employee Probation, Suspension and Discharge Consultation 

 Documentation – Progressive Discipline 

 Documentation – Severance Agreement 

 Documentation – Employee Discharge 

 HR Audit and Corrections 

 Consultation and support  with recommended Employment Attorney for high exposure issues 
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HEALTH AND SAFETY 

 Injury and Illness Prevention Program (Safety Program) 

 OSHA Audit and Corrections 

 Job Safety Analysis 

 Safety Training 
 

WAGE AND COMPENSATION 

 Salary Surveys 

 Cost of Living Surveys 

 Development of Wage Matrix 

 Development of Wage Administration Policy 

 Fair Labor Standards Act Compliance (FLSA) 

 Meals and Breaks Policy 

 Employee Classification – Exempt, Non-Exempt, Independent Contractor 
 

PERFORMANCE MANAGEMENT 

 Performance Appraisal Forms 

 Job Descriptions 

 Performance Appraisal Administration 

 Succession Planning 
 

SPECIAL SERVICES 

Employee Hotline (Confidential Employee Communications and Reporting Program) 
Workforce has provided a confidential Hotline for our clients, so that employees may call and voice their 
concerns with a completely anonymous operator.  Employees may provide tips of internal theft, 
employee issues and so forth.  Workforce will provide objective intervention to help resolve such 
reported incidents. 
 
 

SERVICES WITH PARTNERSHIP 
 

HEALTH & BUSINESS INSURANCE 

 Search and Selection of Benefits Offerings 
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 Group Medical  

 Group Dental 

 Group Life 

 Disability – short term and long term 

 Employee Assistance Program (EAP) 

 401 (k) – financials and retirement 

 Supplemental Benefits 

 Development of Leaves of Absence Programs  

 P & C Insurance 

 Workers Compensation Insurance 
 

PAYROLL ADMINISTRATION  

 Payroll Administration 

 Direct Deposit 

 COBRA Management 

 Management of Payroll Taxes 

 New Hire and EEO Reporting 

 HR Employee Reports  
 
 
 
 

 

  


