Process of HR Audit

1. Initial Engagement Phase

a. Understanding Client Requirements

- 1. Initial Consultation: Schedule meetings with key stakeholders (HR leadership, senior management,
department heads) to gather insights into HR needs and challenges.
- Clarifying Objectives: Define expectations for the HR audit, such as improving efficiency, compliance,

process optimization, or strategic alignment.

- 3. KPIs & Success Criteria: Collaborate with the client to establish measurable KPIs to evaluate the audit's
success.
- Organizational Pi Srowth Plan.
b. Define the Scope

- 1. Focus Areas: ldentify speuific HR functions (e.g., recruitmeiii, payroli, periurmance evaiuation, compliance)

for review.
- Boundaries: Define geogiaphicai and iurictional scupe ior targeted audaiting.
- Deliverables: Set expectations for outcomes such as reports, action plans, and recommendations.

2. Execution Phase

a. Data Collection

- 1. Document Review: Collect and examine HR policies, SOPs, employee records, payroll, and compliance data
for consistency and legal adherence.

- 2. Stakeholder Input: Conduct interviews and surveys with HR staff, managers, and employees to assess
current practices.
b. Review and Analysis

- Recruitment: Assess job descriptions, hiring practices, and onboarding processes.
Compliance: Check adherence to labor laws, workplace safety, and diversity policies.
- Compensation: Review payroll accuracy and benefit competitiveness.

- 4. Performance Management: Evaluate appraisal systems, feedback mechanisms, and training initiatives.
Employee Relations: Examine grievance handling and analyze exit interview data for trends.

c. Benchmarking

- Industry Comparison: Evaluate HR practices against industry standards.
- Gap ldentification: Highlight inefficiencies, compliance issues, and improvement areas.



3. Gap Analysis Phase

a. ldentify Gaps
- 1. Review Findings: Analyze collected data to uncover compliance violations, inefficiencies, and strategic
misalignments.
- 2. Stakeholder Insights: Incorporate feedback from surveys and interviews to identify hidden issues.
b. Define Gaps

- 1. Prioritization: Categorize gaps as critical, operational, or strategic based on business impact.
- 2. Gap Analysis Report: Prepare a detailed report with categorized findings.

4. Comprehensive HR Audit

a. Review . ain

- 1. Holistic Asse 1t: Evaluate all HR funct .ns, ensuring ali 't with legal require 1ents and strategic
goals.

- 2. Benchmarking: ‘are internal proce ses with industr - stand.

b. Document Findings

- 1. Audit Report: Provide a detaiicd report of sireingihs, weaknesses, ariu ireconimeiidatioiis.
2. Executive Summary: Create a concise summary for leadership review.

5. Process Design and D¢ » 1ent Phase

a. Redesign HR Processes
- 1. Framework Development: Redesign processes for recruitment, onboarding, performance management,

engagement, learning & development, compliance, and succession planning.
- 2. Policy Updates: Revise or introduce policies for legal compliance and best practices.

- 3. EDI Process Development: Create a structured EDI framework to promote equity, diversity, and inclusion
within the organization.
- 4. Employee Engagement: Implement EDI-specific initiatives, such as cultural awareness training and

inclusion-focused feedback mechanisms.

b. Develop EDI Policy
- 1. Policy Framework: Draft a comprehensive EDI policy document covering.
- 2. Commitment Statement: Highlight the organization's commitment to fostering equity, diversity, and

inclusion.
- 3. Definitions: Clearly define key terms such as equity, diversity, and inclusion.

4. Guidelines: Provide actionable steps for implementing EDI principles in hiring, training, promotions, and

workplace culture.
- 5. Accountability Mechanisms: Outline roles and responsibilities for ensuring policy adherence.
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. Develop SOPs & Policies

. SOP & Policy Creation: Standardize processes for consistency and efficiency.
. Training and development

. Remuneration and pay administration

. Compensation & Benefits

. Sick leave and sick pay and benefits

. Performance and quality management

. Working time

. Leave and time-off

. Equality

- 9. Employee Engagement

- 10. Security and safety

- 11. Internal rules, discipline, and grievance procedures
- 12. Termination of contract

- 13. Retirement and pensions

- 14. Strategy, workforce composition, and organisation
- 15. HR administration and measurement

- 16. Recruitment & Onboarding

- 17. Talent Management

- 18. Organization development

- 19. Asset Management.
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d. Implementatio. itegy
- 1. Action Plan: Prese tructured plan for .nplementing r 3w pr. 2s and policie: .
- 2. HR Training: CondLt ining sessions fr - HR staff and : :akehoi.

6. Implementation Fhzse

a. Execute the Plan

- 1. Implementation: Roll out re: r 3d processes and polic 2s, ensuring stakehc lignment.
- 2. Communication: Inform the ¢ lization about changes i rough internal channe
- 3. Feedback Monitoring: Addres .mmediate concerns raic  during implementatior.

7. Monitoring and Feedback Phase

a. Evaluate Outcomes

- 1. Outcome Review: Assess the performance of implemented changes and make iterative improvements.



