HR Practices 
People Practices Self Audit

Below is a description of the essential contributions a business should expect from its HR Function.  Take a minute to rate the “Importance” of each function to the business and the “Effectiveness” of current efforts that are being performed.
Ratings:          1 = Minimal        2 = Somewhat        3= Average        4= High        5 = Very High

	Level of Importance
	Level of Current Effectiveness
	People Practices Description

	
	
	Staffing and Retention  

	
	
	Numerous qualified internal AND external candidates are identified for all open positions

	
	
	Simple and effective tools are provided to assist hiring managers in selecting and hiring the right people to perform jobs.

	
	
	We have an effective orientation process to help new hires understand and appreciate our culture, work rules and performance expectations.

	
	
	We effectively gather and use employee satisfaction data, including exit interviews, to make improvements to the workplace and our culture

	
	
	Payroll and HRIS

	
	
	We have timely and accurate reports for all critical human resources information and data.

	
	
	Payroll records and personnel files are confidentially maintained, accurate and retained according to appropriate recordkeeping guidelines.

	
	
	We have documented payroll & file maintenance processes in the field and in the Payroll Department and periodically audit to assure compliance.

	
	
	Payday Acts and regulations are followed for dispersing all final paychecks, special payments and general payroll practices.

	
	
	HR Practices, Policies, Procedures and Handbooks

	
	
	We maintain objectivity and are an advocate to assure that the business maintains a diverse workforce that is well respected and engaged.

	
	
	We provide an easy and confidential way for employees to contact HR with concerns, suggestions, or complaints (including complaints of sexual harassment, discrimination or retaliation).

	
	
	We create tools and processes that reinforce critical business competencies and values to the workforce.

	
	
	Policies and critical procedures are well documented, periodically updated, and communicated to all employees in handbooks or manuals and acknowledgement records are accurately maintained.  All required federal & state postings are current.

	
	
	Training & Development

	
	
	Performance expectations are well documented, including desired results, and communicated in simple and understandable job descriptions.

	
	
	Training tools and techniques are provided to supervisors and managers to produce a skilled and knowledgeable workforce – the tools are cost effective and produce expected results

	
	
	We identify and offer professional development programs and leadership training that helps prepare people to take advantage of new career opportunities within the business.

	
	
	Performance feedback is simple, consistent and on time.

	
	
	Individual development plans are provided in a clear, consistent and measurable format.

	
	
	Risk Management 

	
	
	We effectively balance work requirements and worker security and safety.

	
	
	We provide resources and training to assure a safe and secure workplace.        

	
	
	We are fully compliant with State and Federal OSHA and safety regulations.

	
	
	We routinely evaluate our risk insurance coverage’s for the protection of the business.

	
	
	Our worker’s comp program is administered consistent with federal & state regulation.

	
	
	Benefits

	
	
	We identify and adjust benefit programs to assure the greatest value to employees at the best possible cost to the business.

	
	
	Our benefits communication materials & enrollment processes are user-friendly, well communicated and delivered on a timely basis to every eligible new hire.

	
	
	We are in compliance with revised COBRA & HIPAA regulations and FMLA is properly communicated.

	
	
	Our benefits plan is highly competitive and enables us to attract and retain the best talent in the marketplace.

	
	
	OD & Planning

	
	
	Our HR business strategy is aligned with the organization’s current business strategy, goals, and mission and clearly defines the bottom line impact from all human resources initiatives.

	
	
	Our succession planning tools are highly effective at identifying team members who have high potential to add increased value, and we utilize an efficient system for tracking development initiatives and steps to prepare team members to accept additional responsibility and promotions.  

	
	
	Our tools are simple and used by all members of our management team.

	
	
	Manpower planning tools are in place to communicate staffing levels for current and future needs and are linked to our recruiting systems to assure that we maintain a strong pipeline of qualified applicants.

	
	
	We regularly seek input from our workforce regarding levels of satisfaction with the culture, practices and policies, using objective and confidential surveys and/or focus groups.

	
	
	We communicate results of satisfaction surveys and focus groups to our workforce with clearly defined action steps for improvement.

	
	
	Metrics  

	
	
	Our management team has clear and timely information on key metrics such as turnover and retention, position vacancy rate, cost per hire, policy exceptions, etc.

	
	
	We track improvements in metrics and communicate to appropriate members of management with recommendations.

	
	
	We utilize key people metrics as part of our performance management system.

	
	
	Compensation

	
	
	We provide pay systems and practices that are perceived as fair, FLSA compliant, and directly linked to individual and team performance and results.

	
	
	We audit our pay practices periodically and take corrective action to avoid any disparate treatment related to compensation.

	
	
	We seek competitive compensation and rewards data and utilize the information in preparing our annual review of all compensation and rewards programs.

	
	
	We routinely update reward and recognition systems to inspire continuous productivity improvement and job satisfaction at all levels of the business.

	
	
	Evaluating HR Function’s structure, practices, effectiveness, and customer satisfaction: Aligning HR with the business

	
	
	HR is seen as a true business partner and a champion of positive change for the organization.

	
	
	HR is constantly looking for ways to improve the communication and delivery of products and services to the workforce, including the use of technology.

	
	
	HR remains current on essential information to keep our business compliant with federal, state and local employment regulations.  

	
	
	The HR department structure facilitates efficient and effective services and communication with the field. HR staff members are trusted and viewed as approachable.

	
	
	Our HR team receives continuous training and education to insure awareness and understanding of rapidly changing regulations, case law and policy.
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