
The first step to hiring help is to do financial projec-
tions to determine what you can pay an employee 
or employees and for how long. In addition to the 
cash flow, having employees will require additional 
bookkeeping, paperwork, and other recordkeep-
ing. Before bringing on a new employee, reeval-
uate your bookkeeping and other administrative 
systems to make sure they are efficient and man-
ageable. Below are some of the requirements of 
you as an employer!

undersTand The Laws 
Before hiring, make sure you are aware of all federal 
and Idaho labor laws. This includes laws about hir-
ing veterans, foreign workers, terminating or laying 
off workers, required benefits or breaks, and more. 
You’ll also want to make notes of what records you 
are required to keep and for how long. 

needed PaPerwork 
For new hires: 
After hiring, you and your new employee need to 
fill out the following paperwork. 

 1-9 Employment Verification 
You’ll need to have your employee fill out an  
I-9, or Employment Verification Form.  This  
form ensures the person hired is verified to  
work in the United States. You’ll need to keep  
a copy of the completed form on file for three 
years after the termination of their  

 employment.

W-4 Employee Withholding Certificate
This form tells you how much income tax to
withhold from employees’ wages. Employers
are federally required to withhold social
security and Medicare taxes from employee’s
wages and to match these withholdings. You

should keep a copy of this form on file for each  
 employee. 

 W-2 Wage and Tax Statement (ANNUAL). 
You’ll need to submit W-2 forms to Social  
Security each year to report the wages and  
taxes of your employees for the previous  
calendar year. You’ll also need to send a copy 
of the W-2 to each employee for their tax  

 records.

rePorT emPLoyees
All Idaho employers are required to report new em-
ployees the Idaho Department of Labor within 20 
days of the date of hire. This includes rehires if their 
previous employment was terminated 60 days or 
more prior to the new date of hire.

Tax reQuiremenTs
As an employer, you will have tax obligations that 
you either pay as the employer, match with your 
employee, or withhold from an employee’s pay. 
These can include social security taxes, federal 
unemployment insurance (FUTA), state unemploy-
ment tax (SUTA), federal withholding taxes (FWT), 
social security (SS), state withholding tax (SWT), 
and Medicare. We recommend working with a 
professional to set up your payroll and required re-
porting. 

workers’ comPensaTion
Employers with one or more full-time, part-time, 
seasonal, or occasional employees are required to 
maintain a workers’ compensation policy, unless 
specifically exempt by law. 

Contact your insurance agent or company repre-
sentative for assistance. 
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Keeping Rates Low
There are some basic steps you can take to keep 
your workers’ compensation rates low. First, as al-
ways, work to prevent injuries and keep a safe work-
place. Be mindful of assigning dangerous tasks,  
which may increase your premiums. Having em-
ployees participate in dangerous tasks, such as 
running a tractor, may be unavoidable. Assigning 
higher risk tasks to senior employees only will low-
er your worker’s comp cost for the other hires. 

LiabiLiTy
You may need additional liability coverage for your 
employees from a private insurer even if you have 
worker’s compensation in place. This is because 
circumstances could arise on your premises that 
involve damages for employees that the worker’s 
compensation insurance will not cover. (See Fact 
Sheet 2.2 Liability for more information).

consider addiTionaL beneFiTs
Depending upon your business’ financial situation, 
you may be able to offer additional benefits, such 
as healthcare, dental or eye plans, overtime pay, 
paid time off, or retirement plans to your employ-
ees benefit package. While these benefits are not 
required by law, they can help you attract and re-
tain employees. Your accountant or tax profession-
al can help you determine the cost of additional 
benefits and help you find insurance and invest-
ment providers.

agricuLTuraL exemPTions
Agricultural employers are exempt from some 
of the above requirements. However, the criteria 
for your employees to be considered agricultural 
workers is very specific. An employee working in 
any task outside of the “agricultural worker” desig-
nation (sometimes including working at the farm-
ers market or delivering produce) negates your 
exemption. Agricultural workers may fall outside 
of the minimum wage requirement if your farm 
or ranch is covered by the 500 Man Day Minimum 
Wage Exemption. If you want to pursue these ex-

emptions, contact the Idaho Department of Labor 
for more information.




