[image: ]
HR Audit Checklist

	Task
	Done
	Not applicable
	Note

	1. Define the scope of the HR audit

	Identify the HR areas to be audited (records, compliance, policies, safety, or HR functions)
	☐
	☐
	[bookmark: bookmark=id.gjdgxs]     

	Define the goals and expected outcomes of the audit
	☐
	☐
	[bookmark: bookmark=id.30j0zll]     

	Set the audit timeline and assign responsibilities 
	☐
	☐
	

	Decide whether the audit will be conducted internally 
or with external support 
	☐
	☐
	

	2. Review employee records and documentation

	Check that employee files are complete, accurate, and up to date
	☐
	☐
	[bookmark: bookmark=id.1fob9te]     

	Confirm that records are stored securely and access is restricted
	☐
	☐
	[bookmark: bookmark=id.3znysh7]     

	Review payroll, eligibility, and retention records for accuracy and compliance
	☐
	☐
	

	Verify that recordkeeping practices are consistent across the organization
	☐
	☐
	

	3. Evaluate HR policies and procedures

	Check that HR policies are current and legally compliant
	☐
	☐
	[bookmark: bookmark=id.2et92p0]     

	Confirm that key policies are clearly documented and easy for employees to access
	☐
	☐
	[bookmark: bookmark=id.tyjcwt]     

	Identify any outdated, missing, or unclear policies that need revision
	☐
	☐
	

	4. Assess recruitment and onboarding

	Review job descriptions, hiring steps and selection documentation
	☐
	☐
	

	Confirm that recruitment practices support fairness, consistency, and compliance
	☐
	☐
	

	Evaluate whether onboarding is structured and consistently delivered
	☐
	☐
	

	Check whether new hires receive the information, tools, and support they need
	☐
	☐
	

	5. Analyze compensation, benefits, and classification

	Assess compensation practices for consistency and fairness
	☐
	☐
	

	Confirm that employee classification and payroll practices are compliant
	☐
	☐
	




	Task
	Done
	Not applicable
	Note

	Review benefits eligibility, administration, and communication
	☐
	☐
	

	Identify any pay, benefits, or classification risks that need follow-up
	☐
	☐
	

	6. Measure performance management and development

	Review performance management processes and supporting documentation
	☐
	☐
	

	Confirm that managers apply performance practices consistently
	☐
	☐
	

	Assess training and development opportunities available to employees
	☐
	☐
	

	7. Verify legal compliance and workplace safety

	Review HR practices against applicable employment laws and regulations
	☐
	☐
	     

	Confirm compliance with wage and hour, leave, and non-discrimination requirements
	☐
	☐
	     

	Check that safety policies, reporting procedures, and records are in place
	☐
	☐
	

	Confirm that employees can access relevant safety information, training, and equipment
	☐
	☐
	

	8. Review HR workflows, reporting & systems

	Review HR systems and workflows for gaps, delays, duplication, or manual effort
	☐
	☐
	     

	Identify processes that could be simplified, standardized, or automated
	☐
	☐
	

	Assess whether HR data and reporting support decision-making
	☐
	☐
	

	9. Document findings and next steps

	Summarize the main strengths, gaps, and risks identified during the audit
	☐
	☐
	     

	Prioritize issues based on impact and urgency
	☐
	☐
	     

	Assign owners and timelines for follow-up actions
	☐
	☐
	

	Set measures to track progress after the audit
	☐
	☐
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