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Area Key Focus Action Required Status

1. Recruitment & Hiring

Job Descriptions Are all roles clearly defined and
documented? Update as necessary [ ]

Hiring Process Is there a standardized recruitment
process?

Create or review the
process [ ]

Background Checks Are proper background checks
conducted on new hires?

Implement/Review
policies [ ]

Offer Letters Are offer letters legally compliant and
standardized? Create/Review templates [ ]

Onboarding Is there a structured onboarding
process?

Develop/Refine
onboarding steps [ ]

2. Employee Records

Personnel Files Are employee records complete and
up to date? Audit records regularly [ ]

Confidentiality Are records stored securely with
access restrictions?

Implement/Review
storage system [ ]

Employment Contracts Are all contracts compliant with labor
laws?

Review contracts
periodically [ ]

3. Compensation & Benefits

Payroll Process Is payroll being managed accurately
and timely? Review payroll schedule [ ]

Overtime & Pay Compliance Are you complying with overtime and
minimum wage laws?

Conduct legal
compliance review [ ]

Employee Benefits Are employee benefits competitive
and compliant?

Evaluate and update as
needed [ ]

4. Employee Relations

Employee Handbook Do you have a comprehensive
employee handbook?

Develop or update
handbook [ ]

Grievance Procedures Is there a formal process for handling
complaints?

Implement/Update
process [ ]

Employee Feedback Are regular feedback sessions held
(surveys, reviews)?

Establish feedback
mechanisms [ ]
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This checklist is designed to help you evaluate the efficiency and compliance of
your HR practices. Each section covers core areas of HR management, with
points to review and action where necessary.
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Area Key Focus Action Required Status

5. Compliance & Legal

Labor Law Compliance Are you compliant with all applicable
labor laws? Conduct legal review [ ]

Workplace Safety Are health and safety regulations
followed? Review safety protocols [ ]

Employee Classification Are employees properly classified
(full-time, part-time, contractor)? Review classifications [ ]

Harassment/Discrimination Are policies against workplace
harassment in place? Create/Update policies [ ]

6. Training & Development

Skills Training Are employees provided with
adequate skills training?

Develop training
programs [ ]

Leadership Development Is leadership development a priority? Establish leadership
training [ ]

Career Pathing Are there clear career paths for
employees?

Create career
progression plans [ ]

7. Performance
Management

Performance Reviews Are regular performance appraisals
conducted?

Establish appraisal
schedules [ ]

KPIs and Goals Are individual and team KPIs clearly
communicated?

Implement goal-setting
strategies [ ]

Disciplinary Procedures Are there clear guidelines for
disciplinary actions?

Review and communicate
procedures [ ]

8. Employee Retention

Retention Strategy Is there a strategy to retain top talent? Develop or review
strategy [ ]

Exit Interviews Are exit interviews conducted to
gather feedback?

Implement formal
process [ ]
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This checklist serves as a baseline to ensure your HR practices are not
only efficient but also legally compliant. It’s especially helpful for startups
and SMEs that are building their HR processes from the ground up.

IF your business is struggling with any of these HR inefficiencies Don’t wait
for things to get worse. Contact our HR solutions team today to learn how
we can help optimize your HR processes and set your business up for
success.

Key Considerations for an Effective HR Audit

Legal Compliance: Ensure all HR practices comply with local,
state, and federal employment laws.

Employee Engagement: Review initiatives to foster employee
engagement and satisfaction.

Data Security: Ensure confidential employee information is
securely managed and access is controlled.

Automation: Where possible, automate repetitive HR tasks to
save time and reduce error.

Regular Updates: Perform HR audits regularly to ensure that
processes stay current with changing regulations and business
needs.
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