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HR Toolkit for Dynamic Companies T

Build a compliant, scalable, and culture-aligned HR foundation

NORTHWEST

Growing a team isn’t just about hiring—it's about building systems This guide covers the following in order to get you started on your HR
that protect your business, support your managers, and create a structure:

healthy workplace culture. Whether you're running a senior living

facility, a fine-dining restaurant, or a medical device lab, this toolkit ¢ Compliance considerations for Washington State

will help you assess your current HR structure and plan your next *  Modern employee handbook must-haves
steps. e  Recruiting & onboarding tips

e Culture-building strategies

We are sure this goes without saying, but this toolkit is provided for general informational and educational purposes only and does not constitute legal advice. While it reflects current HR and
compliance best practices in Washington State, it may not address the specific needs or legal obligations of your organization. Use of this toolkit does not create an attorney-client or consultant-
client relationship. HRT Northwest is staffed by HR professionals, not attorneys. We recommend consulting qualified legal counsel and/or HR professionals before making decisions based on the

content provided. If you have questions or need support with compliance, handbook updates, or building strong HR systems, feel free to reach out—we’d be glad to help.

info@hrtnorthwest.com

HR Foundation Checklist

Use this checklist to identify where you’re strong—and where gaps might exist.

Compliance & Foundational Documents

[] compliant employee handbook, updated in last 12 months (and
translated, if applicable)

Background check practice is compliant with FCRA

Leave of absence process and template letters, reflecting notices

Signed handbook acknowledgments from all employees legally required under federal and state leave laws

Accurate exemption classifications and salary thresholds Timekeeping, overtime, and break policy enforcement

Compliant policies and practices related to reasonable
accommodations and the interactive process

Written Safety Plan, safety committee, reporting process, etc.

Ooo Oo

Job postings are compliant with state and federal laws related to
Up-to-date job descriptions pay ranges, benefits, etc.

O Ogg

HR Processes & Tools

Recruiting process with defined steps New hire onboarding reflects both compliance and culture

Interview question templates in place that screen for skills,
qualifications and culture fit

Performance feedback and documentation system

Disciplinary process with clear manager guidance

O oOd

Recruitment forms in place (employment application, offer
letter, reference check form)

Ooodo

Exit process including final pay rules, collection of company
property, systems access termination, exit interview, etc.

People & Culture

O

[] core values defined and shared Employee recognition or communication system

] Managers trained on consistent expectations ] Feedback process (employee surveys, manager check-ins)

Handbook Essentials in Washington

A strong employee handbook protects your business and communicates expectations.

Key Sections Every Handbook Should Include

[] Employment at-will disclaimer [] Equal Employment Opportunity
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Accommodations

Anti-Harassment & Anti-Discrimination

Wage & hour compliance (overtime, breaks, timekeeping, etc.)
Leave policies (sick leave, paid leave, PFML, FMLA, etc.)

Benefits

ODooogo
ODooogo

Attendance and shift scheduling

Technology/device use and social media policies
Artificial intelligence usage policies

Workplace safety

Conduct and behavior expectations
Performance and disciplinary process

Acknowledgment and receipt form

Tip: Use your handbook to reflect your company’s tone and culture; it should be readable for your employees.

Recruiting & Onboarding Framework

A clear and consistent process helps protect your time and brand.

Effective Recruiting Includes

[] Aclearly defined job description or “success profile” ]
Ol

[] stayin touch with top candidates on a timely basis and notify
them of next steps

[] Use acompliant job application

Onboarding Includes

[] Day 1 checklist (equipment, policies, intro to team) ]

|:| Manager-lead expectations conversation |:|

Ensure a structured, timely feedback loop between hiring team

Verbal offers initially, followed with a written offer outlining pay,
benefits, start date, title, and other important details of the role

Pre-employment checks including reference checks and
education/employment history verification

Training on key processes + safety

30/60/90 day Check-Ins

Bonus: Onboarding is a culture moment — use it to reinforce how you want people to work together.

Culture in Operations-Based Teams

Culture isn’t about ping pong tables — it’s about how people treat each other, how managers lead, and how decisions get made.

Culture Needs Structure

[] Define 3 to 5 core values (and what they look like in action) ]
[] Train managers to model and coach values ]

[J Recognize and reinforce behaviors that align with values

Address toxic behavior quickly and consistently

Create feedback loops: short surveys, 1:1s, town halls

Culture Tip: What you tolerate becomes your culture. Document your values — and back them up with process.

Professional HR Assessment

Want to make sure your policies, handbook and recruiting processes are aligned with the best practices and are sound from an HR compliance

perspective?

We Can Help You!

e |dentify compliance risks

e  Find quick wins in recruiting and onboarding

e  Build a stronger performance management strategy

Book a Free Call With Us Here: Website:

15-Minute Consultation with HRT Northwest www.hrtnorthwest.com

LinkedIn:

HRT Northwest: Your Northwest HR Team - Follow us!
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https://calendly.com/wendi-hr/30min?month=2025-02
http://www.hrtnorthwest.com/
https://www.linkedin.com/company/hrt-northwest/?viewAsMember=true
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