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GENERIC NEW HIRE CHECKLIST FOR NEW HAMPSHIRE BUSINESS 

 

 

One big leap for the start up business is the hiring of the first employee.  Here is a list of 

tasks the employer must do for a new hire.  I do not promise that it is complete for your 

industry, but it should get you started.  If you are uncertain, consult with an attorney who 

is familiar with the specifics of your situation.   

 

Before You Start 

Prepare a job description stating the job responsibilities as well as the qualities necessary 

to perform the job.  Caution: if you believe the qualities necessary to perform the job 

relate to age, sex, race, national origin, religion or being free of disabilities, please 

consult with an attorney before proceeding.   

 

Although you cannot require that an applicant be free of disabilities, you can describe the 

type of skills and physical tasks the person will be expected to perform.  You can require 

an applicant to be able to lift 50 pound bags, be on their feet all day, go up and down 

stairs, etc. so long as these are really requirements to do the job.  For example, if the job 

involves delivering 50 lb. sacks of grain, you can require the person to be able to climb in 

and out of a truck lifting 50 lb. sacks of grain.  You cannot require this if the job involves 

sitting at a desk, never lifting more than a 2 lb. phone book. 

 

Whenever possible, set your policies concerning benefits in advance.  You will have to 

give your new hires a list of benefits at the time of hire.  In addition, try to think through 

and write down your policies about benefits.  For example, which days will be paid 

holidays (if any)?  What do employees need to do to qualify for them payment on these 

days?  How much sick time will they get?  Will their unused sick time expire at the end 

of the year?  Can they use other paid days off for sick time or vice versa?  This can be the 

beginning of your employee manual.  

 

Arrange for Workers Compensation Coverage:  You are required by law to have 

workers compensation coverage in place for your employees from the time they start 

work.  Have your insurance arrangements in place so that coverage can start on the 

employee’s first day of work. 

 

Post Required Employer Notices:  Get copies of all posters you are required to post 

regarding employee laws and protections.  Although there are services that supply 

laminated posters for a price, these posters are available free from the New Hampshire 

Department of Labor and federal agencies.  Here is a partial list of what you may need 

and where to find them: 
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New Hampshire and Federal Mandatory Posters 

OSHA Industry-Specific posters 

 

 

During Interviews 

Have the job description ready.  You can ask an applicant to demonstrate that they are 

able to perform all the “essential functions” of the job.   For more guidance on what you 

can and cannot ask, contact your attorney and / or review the EEOC Employer 

Handbook. 

You can declare your place of business a drug-free or smoke-free work place.   

You can tell require applicants who will be operating vehicles and equipment on the job 

to prove they have a clean driving record.   

You can require applicants to be drug tested after you otherwise find them qualified and 

make them a job offer.  In other words, the job is theirs if they pass the drug test. You 

have to pay for the drug test. 

 

 

At the Time of Hire 
Written Statement of Pay & Benefits:  Give employees a written statement of the pay 

rate, when they will be paid and the benefits you provide.   For your protection, give them 

two copies.  Have them sign one and return it to you.  Keep a copy of it in the employee’s 

file.  If you have an employee manual, give this to them at the same time.   

 

On the First Day of Work 
I-9:  Have the employee complete an I-9 form and provide you with proof of citizenship 

as described on that form.  As the employer, you must complete Section 2 of the form.  

Retain it in your files for 3 years from the date of hire.  If the new employee indicates on 

the form that his / her authorization to work in the US will expire on some date, you need 

to track that date and make sure the employee’s authorization has been extended to keep 

working. 

 

W-4:  Have the employee complete a W-4 form indicating the number of dependents 

they are claiming.   

 

Employee Under Age 18:    If the employee is at least 16 but not yet 18, New Hampshire 

requires you to have a signed statement of consent from a parent or guardian to employ 

the worker.  If the child is younger than 16 you must complete a New Hampshire Youth 

Employment Certificate.  A site containing the restrictions by age, including limits on 

working hours is HERE.   

 

Payday 

If you are paying an employee other than weekly, New Hampshire labor laws require you 

to first get permission.  You do this by completing the on line form. 

 

Within 20 Days Following Hire 
New Hire Reporting:  The employer is required to report the new hire to the New 
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Hampshire Department of Employment Security.  You can satisfy this requirement by 

faxing the employee’s W-4 to this number:  1-888-783-3598.  Information about the 

report is HERE. 


