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HR HEALTH AUDIT FORM

This form has been specifically designed by Hughes Consulting Group to help you review your organisation's policies, procedures and practices.  It is important to audit your human resource functions from time to time to ensure not only legal compliance but also best practice in terms of employment and management of staff.  You can utilise the form yourself or submit to us for a brief report and recommendations.  
YOUR DETAILS

	Your name


	

	Email Address


	

	Telephone Number


	

	Company Name


	

	Your position/Job title


	

	Do you have a designated HR Person?

	

	How many employees do you have?


	


POLICIES AND PROCEDURES



Yes
No
Unsure


1. Do you have written disciplinary and grievance procedures?

(
(
(





  












2. Are your supervisors given disciplinary/termination training?

(
(
(
3. Does your employment agreement include a Confidentiality Clause?

(
(
(
4. Does your employment agreement include a Conflict of Interest?

(
(
(
5. Does your employment agreement include a Restraint of Trade? 

(
(
(
6. Does your employment agreement include Intellectual Property?

(
(


(
7. Does your employment agreement include Annual Leave?

(
(
(
8. Does your employment agreement include Parental Leave?

(
(
(
9. Does your employment agreement include E-mail and Internet Use?

(
(
(
10. Does your employment agreement include Health and Safety?

(
(
(
11. Does your employment agreement include Harassment?

(
(
(
12. Does your employment agreement include a pay and deduction policy?
(
(
(
13. Do you have an Employee Handbook?
(
(
(
14. Do you have a Leave Policy?
(
(
(
15. Written EEO Policy?
(
(
(
16. Harassment Policy Standards?
(
(
(
17. Discrimination Policy?
(
(
(
RECRUITMENT



Yes
No
Unsure
1. Do you complete a job profile before making the decision to recruit?
(
(
(
2. Do you have written job descriptions with performance criteria clearly 
displayed? 
(
(
(
3. On recruiting a new employee do you check and take a copy of any 
personal documents?  E.G. birth certificate, tax number, passport  to 
ensure they are authorised to work in NZ?
(
(
(
4. Do you have an application form?
(
(
(
5. Are the questions on your application forms solely related to skill 
and experience?
(
(
(

6. Do you use competency based interview processes?
(
(
(
7. Have your Managers had any interview training?
(
(
(
8. Are all offers of employment conditional on the receipt of satisfactory 
references?
(
(
(
9. Do managers undertaking referencing understand the Privacy Act?
(
(
(
10. Are offers of employment conditional on the receipt of pre-employment 
medical?
(
(
(

11. Do you obtain permission to perform credit and criminal checks?
(
(
(
12. Do you have written employment agreements?
(
(
(
13. Do you provide a new employee five days to view the content of the 
employment agreement before signing?
(
(
(
14. Do you have an induction programme devised, to induct all new staff?
(
(
(
15. Do you provide all staff with a company policy?
(
(
(
16. Do you have a computer use policy?
(
(
(
17. Do you have a motor vehicle use policy?
(
(
(
18. Do you have a mobile phone use policy?
(
(
(
19. Do you provide all staff with a code of conduct?
(
(
(
PAY AND BENEFITS



Yes
No
Unsure
1. Do all employees get an itemised pay statement?
(
(
(
2. Is your payroll system updated automatically at the start of each new tax 
year?
(
(
(
3. Do you store regular back-ups of payroll data?
(
(
(
4. Are your employee Court Orders/Attachment of Earnings deducted in line 
with current legislation?
(
(
(
5. Do you offer your employees a benefits package?
(
(
(
6. If you do offer a benefits package, when did you last review it?
(
(
(
7. Do you offer your employees Life Cover?
(
(
(
8. Do you offer your employees Death and Disability Insurance?
(
(
(
9. Do you offer your employees Private Health Care?
(
(
(
10. Do you offer your employees a Superannuation scheme?
(
(
(
11. Do fixed-term and part-time employees enjoy the same benefits pro-rata 
to full time/permanent employees?
(
(
(
12. Is pay regularly reviewed?
(
(
(
13. Are the benefits that you offer employees competitive in your sector?
(
(
(
14. Do you have a system for recording sick leave?
(
(
(
15. Do you have a system for recording absenteeism?
(
(
(
16. Do you have a system for recording punctuality?
(
(
(
17. Are all your employees allowed three weeks’ paid annual leave?
(
(
(
18. Do you employ any night workers?
(
(
(
19. Have you up to date information on the Holidays and Wages Acts?
(
(
(
20. Do you store or manage your employee data using a Human Resources 
software package?
(
(
(
21. Would you like to utilise HR Software?
(
(
(
22. If you are using HR software, does your current system meet your needs?
(
(
(
23. Do you gain the consent of your employees to the sorting and processing 
of their personal data?
(
(
(
24. Do you regularly check employee files to ensure that any information held 
on them is up-to-date and relevant?
(
(
(
25. Are staff records locked away securely?
(
(
(
HEALTH AND SAFETY



Yes
No
Unsure
1. Do you have a written health and safety policy? 

(
(
(
2. Have you elected a Health and Safety Representative/s?

(
(
(
3. Do you involve your employees in health & safety?

(
(
(
4. Do you have a health & safety committee?

(
(
(
5. Do you undertake risk assessments of your premises, equipment and 
working practices?

(
(
(
6. Do you undertake health and safety training for the risks and hazards 
relevant to your organisation and industry?

(
(
(
7. Is the training in-house or do you outsource this?

(
(
(
8. Do you provide specific training on manual handling with regards to risk 
assessments?

(
(
(
9. Do you provide training in ergonomics?

(
(
(
10. Do you have a Stress Management Programme in place?

(
(
(
11. Do you have an Accident Book?

(
(
(
12. Do you have an accident reporting process?

(
(
(
13. Do you display a health and safety poster?

(
(
(
14. Do you provide employees with free eye tests?

(
(
(
15. Do you have First Aiders and are their certificates still valid?

(
(
(
16. Do you have a first aid kit?

(
(
(
17. Do you have Fire Marshals / Stewarts / Wardens?

(
(
(
18. Do you make reasonable practical adjustments in the workplace for disabled 
workers?

(
(
(
19. Do you provide adequate numbers of clean washing and toilet facilities?
(
(
(
20. Do you give night workers a free health check?

(
(
(

21. Do you have safety postings and notices?

(
(
(
TRAINING


Yes
No
Unsure
1. Do you carry out regular performance reviews?
(
(
(
2. Are your performance reviews linked to job descriptions? 
(
(
(
3. Do staff have responsibility for their own learning?
(
(
(
4. Do you keep records of staff training?
(
(
(
5. Is training fairly distributed across all departments and individuals within 
those departments?
(
(
(
6. Is training evaluated?  Do you know how successful your training exercises 
have been in the past?
(
(
(
MISCELLANEOUS



Yes
No
Unsure
1. Are exit interviews conducted with employees leaving the organisation?
(
(
(
2. Do you measure staff turnover?
(
(
(
3. Do you carry out annual climate surveys with your employees?
(
(
(
4. Do you carry out annual climate surveys with your customers?
(
(
(
For further information contact us on info@hughesdirect.com. 
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