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Listen, Momma Knows Best!
Let s̓ be honest—small business owners often treat HR compliance like a chore theyʼll

“get around to” someday. But as a mom and an HR expert, let me tell you: waiting until

there s̓ a crisis is like waiting for a toddler to tell you they need the bathroom… after the

mess is already made!

I wrote this guide because so many of my clients  believe they had HR compliance

issues—until they faced fines, lawsuits, or employee disputes that could have been

avoided with simple, proactive HR practices. Donʼt believe me take a look at these

headlines.

didnʼt

Think of your HR policies like house rules. If your kids donʼt know bedtime is 8 PM, theyʼll

test the limits—just like employees will if you donʼt have clear policies on overtime,

harassment, or classification. And just like parenting, consistency is key.

By the end of this guide, youʼll have:

✔ A clear understanding of HR compliance to avoid financial and legal headaches.

✔ Easy-to-implement policies (just like house rules—set them and follow through).

✔   so you can focus on  your business instead of

constantly cleaning up messes.

Strategies to streamline HR running

æ   Take the first step with a free HR Audit: Donʼt wait for trouble! HR MOM LLC Audit.

HR Compliance Essentials � Setting House Rules Before Chaos Ensues

Key Federal and State Labor Laws
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Every household runs smoother with clear rules. The same goes for your business. If you

donʼt set boundaries (aka policies), employees will operate on  terms, not yours.

Think of HR compliance like a family hierarchy. —

their rules set the foundation. —they refine the rules to

meet the family s̓ needs. —and what  If a local

law is stricter than federal or state regulations, you must follow it first. Just like how kids

might test boundaries by saying, , employees may assume federal

rules are all they need to follow. But in HR compliance, 

—so always check your city or county s̓ regulations.

their

Federal laws are like great-grandparents

State laws are like grandparents

Local laws are like Mom Mom says, goes!

“But Grandma lets me!”

local law is the household rule that

takes priority

For example, in  requires employers with 

 to provide paid sick time, while smaller businesses (under 10

employees) must offer unpaid, job-protected sick leave. The federal government doesnʼt

mandate paid sick leave, and Pennsylvania state law doesnʼt override this requirement—

so if your business operates in Philly, you  comply. This is why  in HR

compliance. The number of employees in your “household” (business) determines which

laws apply. Some federal laws, like , only apply if you have 50� employees, while

certain state and local laws kick in at much smaller thresholds. Just like how rules for a

household of two kids differ from rules for a household of five, 

—so always check which rules apply to you!

Philadelphia, PA, the local Paid Sick Leave law 10

or more employees

must size matters

FMLA

compliance depends on

your business s̓ size

Here s̓ what you need to enforce (before you find yourself in “time-out” with a lawsuit):

• � Prevents wage disputes (a.k.a. the “That s̓ Not Fair!”

argument from employees). This law makes sure your employees are paid fairly, just like

how kids need equal snacks to prevent tantrums. It sets rules for minimum wage,

overtime pay, and proper employee classification, so you donʼt accidentally shortchange

workers—or end up in a “that s̓ not fair!” argument with the Department of Labor.

FLSA �Fair Labor Standards Act)
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• � Ensures a discrimination-free workplace

—because playing favorites never ends well. These laws ensure a level playing field at

work, just like making sure all your kids get the same bedtime story. They protect

employees from discrimination based on race, gender, religion, age, disability, or other

factors, so everyone has the same fair shot at opportunities—no favorites allowed!

EEO �Equal Employment Opportunity) Laws

• � OSHA keeps workplaces safe, just like

child-proofing your home to prevent accidents. It requires businesses to maintain hazard-

free environments, provide safety training, and follow health regulations, so employees

donʼt end up hurt—and you donʼt end up facing a costly workplace injury claim.

OSHA �Occupational Safety and Health Act)

• � Allows employees time off for family/health

needs—because sometimes life happens, and people need grace. FMLA ensures

employees can take time off for major life events, just like how moms instinctively step in

when a child is sick or a family emergency happens. It grants eligible workers up to 12

weeks of unpaid, job-protected leave for family or medical needs—because sometimes,

life s̓ biggest responsibilities canʼt wait. This one can be a bit tricky, be sure to double

check your states requirements.

FMLA �Family and Medical Leave Act)

• � Ensures fair treatment and accommodations-

The ADA makes sure everyone gets the same opportunities, like when you make sure all

your kids can reach the cookie jar, no matter their height. It requires businesses to provide

reasonable accommodations for employees with disabilities so they can perform their

jobs effectively—because fairness means ensuring everyone has access to success.

ADA �Americans with Disabilities Act)

0   Double-check your compliance with a free HR consultation:

Schedule Here.

Donʼt risk penalties!
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Critical HR Documents � Your “Baby
Book” for Business
Every mom knows that if you donʼt document everything, it didnʼt happen! Whether it s̓ a

baby s̓ first steps or an employee s̓ performance review, documentation protects you.

Hereʼs your businessʼs essential HR “baby book”:

• � The “Mom Said So” of the Workplace: Just like how kids need

house rules posted on the fridge, employees need clear guidelines to avoid confusion and

chaos. Your employee handbook lays out company policies, expectations, and workplace

culture, ensuring everyone knows what s̓ allowed—so you donʼt have to repeat yourself

like a broken record.

Employee Handbook 

• � So No One Says, “But You Promised Me That Bonus…” Kids have

selective hearing, and let s̓ be honest—so do employees when it comes to job offers.

Offer letters document salary, benefits, job duties, and expectations in writing, preventing

any “But I thought I was getting a raise after three months!” misunderstandings later.

Offer Letters 

Hiring an independent contractor �1099/W�9� without a clear scope of work is like letting

a babysitter run your household without setting any rules—things will get messy fast. To

stay compliant and avoid misclassification, you must outline exactly what the contractor

is responsible for, how they will deliver the work, and the terms of the engagement.

mailto:info@hrmomllc.com
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A Scope of Work �SOW� agreement for independent contractors

should include:

 � What the contractor is being hired to do (e.g., “Design a

company logo” or “Develop a social media strategy”).

✔ Project Deliverables

 � When the work should be completed (but not specifying a

daily work schedule like an employee).

✔ Timelines & Deadlines

 � Whether they will be paid per project, milestone, or hourly, and

when invoices must be submitted.

✔ Payment Terms

 � Stating that the contractor controls how the work is

completed, uses their own equipment, and is not under direct supervision.

✔ Independent Work Status

 � Confirming that the contractor is not entitled to employee

benefits, overtime, or company-provided tools.

✔ Non-Employee Clause

A 

—think of it like setting clear house rules so your babysitter doesnʼt start rearranging the

furniture or disciplining your kids their way!

well-written Scope of Work protects your business from IRS penalties and wage claims

• �Proof of Legitimacy: Just like hospitals

issue birth certificates to prove a baby exists, these forms prove your employees are

legally able to work and pay their taxes. I�9 forms verify work authorization, while W�4

forms set up tax withholdings, so Uncle Sam doesnʼt come knocking with questions.

I�9 and W�4 Forms � Like a Birth Certificate

mailto:info@hrmomllc.com
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•  � Think of These as Parent-Teacher Conferences for Your

Employees: You wouldnʼt let your kid go through school without progress reports, right?

The same goes for employees. Performance evaluations provide structured feedback on

strengths, weaknesses, and growth opportunities, so no one is blindsided when it s̓ time

for promotions—or tough conversations.

Performance Evaluations

°   � The “Keep Every Report Card” Rule: Just

like saving your kid s̓ report cards in case they ask “Did I really get an A in math?”,

maintaining accurate HR records (payroll, tax forms, performance reviews, and

disciplinary actions) protects your business from legal disputes and ensures compliance

when audits come knocking. Just like tracking milestones in your baby book, HR

compliance is about keeping records. If it s̓ not documented, it didnʼt happen! Record

Keeping Compliance Checklist

Pro Tip: Record-Keeping Compliance

Common Compliance Pitfalls � Donʼt Let Your Business Throw a

Tantrum!

You wouldnʼt let your kid run around with scissors, so why let your business operate with

? Here s̓ what to serious risks avoid at all costs:

� Just because you call someone an independent

contractor doesnʼt mean the IRS agrees. �It s̓ like calling a cookie “healthy” just because it

has oats—it doesnʼt make it true!� Misclassification can lead to back taxes, penalties, and

lawsuits, so make sure youʼre using the right labels—or risk a costly “sugar crash” later. 

Ä Misclassifying Employees

Ä W�4 �Employees) vs. W�9 Employees �Independent Contractors)  � Like Kids vs.

Stepkids in a Blended Family

mailto:info@hrmomllc.com
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Running a business is a lot like running a blended family—everyone has a role, but not

everyone has the same responsibilities or expectations. In HR, W�4 employees (traditional

workers) are like your biological kids—they live under your roof, follow your house rules,

and depend on you for things like healthcare, structure, and security. Meanwhile, W�9

independent contractors are like stepkids—theyʼre still family, but they have their own

house, their own rules, and they donʼt rely on you for everyday support.

For W�4 employees (your “kids”), you provide  that spells out their salary,

benefits, schedule, and expectations—just like giving kids a chore chart and an allowance

structure. They report to you regularly, follow your company s̓ policies, and youʼre

responsible for their payroll taxes, benefits, and long-term growth.

an offer letter

For W�9 independent contractors (your “stepkids”), instead of an offer letter, you give

them —because theyʼre responsible for their own affairs. They

donʼt need your health insurance, they set their own schedules, and they work with you

. Your agreement with them should outline 

—but they donʼt follow your internal policies like a W�4

employee does.

a Scope of Work �SOW)

on their terms what theyʼll do, when theyʼll

deliver it, and how theyʼll be paid

The biggest mistake businesses make? 

 If you expect your independent contractor to 

, then guess what? You might have accidentally adopted them

into full employee status—

Treating stepkids �W�9s) like full-time kids �W�

4s). clock in at 9 AM, attend staff meetings,

and follow company rules

and the IRS will hold you accountable for it.

Understanding the difference between these two groups keeps your business structured,

legally compliant, and running smoothly—just like setting clear roles in a blended family

keeps the household drama-free!

mailto:info@hrmomllc.com
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If you hire , you must define their  clearly—meaning

they should operate 

 to complete the job. A true independent contractor should  be treated

like a regular employee, meaning 

1099 �W�9� contractors scope of work

independently, control their own schedule, and use their own tools

and resources not

no set work hours, no direct supervision, and no

requirement to follow internal company policies like an employee would.

For example, if you hire a  as a 1099 contractor, they should be free to

complete the work on their own time, using their own equipment, and without reporting

to daily meetings like a staff member. 

 Misclassification can

lead to tax penalties, back wages, and legal trouble, so 

 to protect your business.

graphic designer

If youʼre dictating when, where, and how they work

—congratulations, you may have just misclassified an employee!

always define the contractor s̓

scope of work in a written agreement

� Not paying eligible employees OT is like skipping dessert

after dinner—someone will call you out on it. If an employee works more than 40 hours

and qualifies for overtime, youʼre legally required to pay them time-and-a-half. Otherwise,

expect a tantrum—except this time, itʼll be in the form of a labor board complaint. Let s̓

break it down: Overtime is based on a 40-hour workweek—not an 80-hour pay

period. That means if an employee works 45 hours in Week 1, they are owed 5 hours of

overtime at time-and-a-half, no matter what happens in Week 2. An employer

cannot reduce their hours the following week (for example, cutting them to 35 hours in

Week 2� to “balance it out” and avoid paying overtime—the law doesnʼt work that way!

Ä Failing to Pay Overtime

For example, if Sarah, a non-exempt employee, works 

, she must be paid  even though her total hours for

the two-week pay period are 80. The , and trying to

“make up for it later” is illegal—just like trying to tell your kids theyʼll get extra dessert

 if they skip it today (you  that wonʼt fly!�.

45 hours in Week 1 and 35 hours in

Week 2 5 hours of overtime for Week 1

overtime clock resets every week

next week know

mailto:info@hrmomllc.com
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� If your kid tells you another child is bullying them,

youʼd act immediately. Do the same for your employees. Ignoring workplace harassment

complaints not only damages morale but also exposes your business to legal liability—so

step in early, investigate properly, and set clear “house rules” to protect everyone.

Ä Ignoring Harassment Complaints

0 HR MOM LLC says: Protect your business! Get your HR compliance checklist

now Download Here.

Easy-to-Implement Policies � Structure Prevents Meltdowns

Would you let your kids negotiate bedtime ? No way! The same goes for

workplace policies. Set them, communicate them, and stick to them.

every night

Employee Handbook Must-Haves � Setting the “House Rules” for

Your Workplace

Every good household has rules—whether it s̓ “No shoes in the house” or “No screen

time before homework is done.” Your workplace is no different. Your employee handbook

is the “house rules” guide for your business, ensuring that everyone understands

expectations, behaviors, and policies before they start running wild. It sets your

company s̓ culture, boundaries, and standards, just like a parent does in the home.

Ç Company Culture � The “House Rules” of Your Workplace

Think of this as the foundation of your home. 

—it defines how employees interact, work together, and represent your

brand. If you want a casual, collaborative environment, spell it out. If you expect

professionalism at all times, make that clear. Just like in a family, 

 (for example,

respect, integrity, and teamwork).

Company culture is what makes your

business unique

everyone should know

what values are upheld, what s̓ encouraged, and what s̓ non-negotiable

mailto:info@hrmomllc.com
https://hrmomllc.com/


HR Compliance Ebook

Page 11

¨  | °  | Ç @hrmomllcinfo@hrmomllc.com www.hrmomllc.com

Ç Code of Conduct � Keep Things Respectful �Just Like “Use Your Inside Voice”)

If you donʼt set behavior expectations upfront, people will bring  habits they

learned from past workplaces (or worse, none at all!�. Your 

—kind of like telling kids to use their “inside voice” and share their toys.

whatever

code of conduct should

outline expected behavior regarding respect, communication, workplace etiquette, and

conflict resolution

This should also include  �Do you expect business casual? Uniforms?

No ripped jeans?�,  �Can employees post about work online?�, and 

 �Is it okay for employees to accept freebies from vendors?�. Without

these rules in writing, it s̓ like letting kids negotiate bedtime—someone will push the

limits, and soon, chaos will follow.

dress code policies

social media usage gift

acceptance rules

Ç Compensation & Benefits � No “But I Thought I Was Getting a Raise!” Surprises

If there s̓ one thing kids and employees have in common, it s̓ 

—and sometimes assuming theyʼll get more than what was promised! Your handbook

should clearly lay out:

expecting rewards for effort

✔ How and when employees are paid

✔ Bonus and commission structures

✔ Raises and promotion processes

✔ 401(k), health insurance, and other perks

Make sure employees know that 

 Setting this expectation upfront prevents those “But I thought I was getting a raise

after 90 days!” conversations.

promotions and raises arenʼt just handed out like

allowance increases—they are earned through performance, tenure, and business

needs.

Ç Leave Policies � Just Like Scheduling Babysitters, Plan Ahead

mailto:info@hrmomllc.com
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In any family, you wouldnʼt just disappear for a week without telling anyone where youʼre

going, right? The same goes for employees and leave policies. 

 Spell out:

Clearly define how

vacation time, sick days, parental leave, and unpaid leave work.

✔ How PTO is accrued and used

✔ Whether unused days roll over or expire

✔ The process for requesting time off �Do you need a two-week notice? Are there

blackout dates?�

This is also the place to outline 

 Employees should never have to guess how time off works, just like kids should

never be confused about when bedtime is!

bereavement leave, jury duty policies, and even paid

holidays.

Set Clear Expectations—Before You Need to Enforce Them

Your handbook is not just a formality—it s̓ your HR lifeline. Without clear policies, youʼll

constantly be playing referee between employees, putting out fires, and explaining things

that should have been documented. Think of it as preventative parenting: the clearer the

rules, the fewer arguments you have down the road!

�   before your

workplace turns into a free-for-all!

Ready to create or update your employee handbook? Let s̓ Get It Done

Streamlining HR Operations � Work Smarter, Not Harder

mailto:info@hrmomllc.com
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Running a business is like raising kids—

 The more structure you

create, the less stress you endure. Just like using 

 makes parenting smoother, setting up  helps your

business run without constant micromanagement. Here s̓ how to avoid chaos and give

yourself some breathing room:

if you donʼt have systems in place, youʼre going to

be exhausted, overwhelmed, and constantly cleaning up messes.

a baby monitor, a meal prep routine, or

a bedtime schedule HR systems

Ç   � Like a Baby Monitor for Your BusinessHR Software �HRIS�

You wouldnʼt leave a newborn in another room without a baby monitor, would you? An 

 works the same way—it keeps everything HR-related in one

place, so you can 

 This means no scrambling through email chains, no lost

paperwork, and  If youʼre still tracking HR

manually, it s̓ time to upgrade!

HR

Information System �HRIS�

track employee records, payroll, time off requests, benefits, and

compliance all in one system.

no surprises when audit time rolls around.

Ç   � Because Who Has Time for Manual Calculations?Automated Payroll

Manually tracking hours, calculating deductions, and cutting paper checks? 

 Investing in  ensures that employees are paid

 Think of it like setting up an automatic bill

payment system—once it s̓ in place, you can focus on more important things.

That s̓ the HR

equivalent of hand-washing a mountain of dishes instead of using a

dishwasher. automated payroll software

accurately and on time, taxes are calculated correctly, and compliance requirements are

met—without spending hours on tedious math.

Ç   � Like Teaching Kids to Tie Their ShoesOnboarding & Training Systems

mailto:info@hrmomllc.com
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When kids are little, you have to tie their shoes for them. But the goal? 

 The same applies to  If

you donʼt have a system in place, every new hire will ask the same questions, make the

same mistakes, and need constant guidance. Setting up 

 helps employees get up to speed quickly and

Teach them once

so they can do it forever. onboarding and training new employees.

structured onboarding, training

modules, and mentorship programs

reduces the number of “Mom, how do I…?” questions you have to answer daily.

Set It and Forget It �Sort Of!�

The goal of  isnʼt to replace leadership—it s̓ to 

 Just like in parenting, 

streamlining HR operations free up your

time for the things that truly matter. when you set up systems that

work, your “kids” (employees) can function more independently, and youʼre not

constantly putting out fires.

�   and

get you the tools you need to run your business like a pro!

Need help setting up HR systems that save time and reduce stress? Let s̓ Chat

 Like teaching kids to tie their shoes—train them once so they can do it forever.Systems:

A Little HR TLC Goes a Long Way!

Okay, so we may have gone a  overboard with the motherhood analogies—but you

get our drift, right? 

 You wouldnʼt let your house run on chaos, so why let your

business? HR compliance isnʼt just a “nice to have” checklist—it s̓ 

 against lawsuits, fines, high turnover, and unnecessary stress.

little

Running a business, like raising kids, requires consistency, patience,

and proactive planning.

your business s̓

insurance policy

mailto:info@hrmomllc.com
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And guess what?  Whether

youʼre a business owner, HR professional, or that one responsible friend everyone turns

to for advice, 

 So donʼt keep this information to yourself—

 Because at the end of the day, 

You may not be a mother, but the aunties be knowing too!

you understand the importance of setting clear rules and protecting what

matters. share it with other business owners

(households) who may need it. it takes a village (to raise a

child!� to build a strong, compliant, and thriving business.

� Okay, weʼre done! Now go get your HR house in order! Need help? Weʼve got you.

° Remember:

✔ Stay informed on labor laws.

✔ Keep your HR documents in order.

✔ Enforce clear, consistent policies.

✔ Use technology to make life easier!

✔ Prioritize training—because employees, like kids, thrive with guidance.

mailto:info@hrmomllc.com
https://hrmomllc.com/
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Time To Take Action!

Thank you for exploring our comprehensive guide to

optimizing your HR practices.  Remember, regular HR audits

are essential for identifying gaps, minimizing risks, and

ensuring your business remains competitive and compliant in

today s̓ ever-changing landscape.

Claim your FREE, no-obligation HR Audit today! Our team of

experts will review your current HR practices and provide

tailored recommendations to help your organization thrive.

Donʼt wait—click the link below to get started!

Take YOUR Free HR Audit Now!

https://docs.google.com/forms/d/1zs_Qo0WVxhMx4OG5lfK6LC1QeJTBOzOlCIi02MH7Fis/viewform?edit_requested=true

