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STRATEGIC HR
HR Audit Checklist
HR Governance & Compliance  |  White Cube Consulting


	ORGANISATION
	[Organisation Name]

	AUDIT CONDUCTED BY
	[Name and Role]

	AUDIT DATE
	[Date]

	PERIOD COVERED
	[e.g. 12 months to [Date]]

	NEXT AUDIT DUE
	[Date - recommend annually]



About this audit
This HR audit checklist provides a structured framework for reviewing the health, compliance and effectiveness of an organisation's people practices. It is designed to identify gaps, risks and improvement opportunities across the full HR lifecycle.
For each item, record whether the relevant practice, document or process is In Place, Partial, Not in Place or Not Applicable, and note any action required. Prioritise any item marked "Not in Place" that carries legal or compliance risk.
This audit is best conducted annually, and following any significant organisational change, legislative development or growth in headcount.



SECTION 01
Employment Documentation and Compliance

	AUDIT AREA / REQUIREMENT
	STATUS
	NOTES / ACTION REQUIRED

	Written statement of employment particulars issued to all employees on day one (s.1 Employment Rights Act 1996)
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Contracts of employment in place, signed and up to date for all staff
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Right to work checks completed and documented for all employees
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Employee handbook in place, current and accessible to all staff
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Key policies in place and legally compliant (disciplinary, grievance, equality, etc.)
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Policies reviewed within the last 12-24 months and reflect current legislation
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Records of policy acknowledgement / receipt by employees maintained
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Settled status / visa expiry dates tracked with follow-up reminders in place
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Contractor, consultant and agency worker arrangements documented and compliant with relevant legislation.
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 


SECTION 02
Recruitment and Onboarding

	AUDIT AREA / REQUIREMENT
	STATUS
	NOTES / ACTION REQUIRED

	Documented, consistent recruitment and selection process in place
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Job descriptions and person specifications in place for all roles
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Recruitment process reviewed for equality, diversity and inclusion compliance
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Structured interview and selection methods used and documented
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Pre-employment checks (references, right to work, DBS where applicable) consistently applied
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Structured onboarding / induction process in place for all new starters
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Probationary periods defined, managed and reviewed consistently
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Recruitment records retained and destroyed in line with GDPR retention schedule
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 


SECTION 03
Pay, Reward and Benefits

	AUDIT AREA / REQUIREMENT
	STATUS
	NOTES / ACTION REQUIRED

	All employees paid at or above National Minimum / National Living Wage
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Pay structures documented and applied consistently
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Equal pay reviewed - no unjustified pay gaps for equal work
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Gender pay gap reporting completed (where legally required - 250+ employees)
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Auto-enrolment pension duties met and records maintained
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Payroll processes accurate, secure and compliant with HMRC requirements
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Benefits provision documented and communicated to staff
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Overtime, bonus and allowance arrangements documented and applied fairly
	

	 





SECTION 04
Working Time, Leave and Absence

	AUDIT AREA / REQUIREMENT
	STATUS
	NOTES / ACTION REQUIRED

	Working Time Regulations compliance - rest breaks, weekly limits, opt-outs documented
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Annual leave entitlement correct and records accurately maintained
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Family leave entitlements (maternity, paternity, adoption, shared parental) correctly applied
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Sickness absence policy in place and absence accurately recorded
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Absence triggers and return-to-work processes consistently applied
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Long-term absence managed with appropriate support and OH referral where needed
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Flexible working request process compliant with statutory requirements
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 





SECTION 05
Performance, Development and Talent

	AUDIT AREA / REQUIREMENT
	STATUS
	NOTES / ACTION REQUIRED

	Performance management / appraisal process in place and used consistently
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Objective-setting linked to organisational goals
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Underperformance managed fairly and consistently with documented processes
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Learning and development needs identified and a development budget allocated
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Mandatory / compliance training tracked and up to date for all staff
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Succession planning in place for key and senior roles
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Talent and high-potential employees identified and developed
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 





SECTION 06
Employee Relations and Wellbeing

	AUDIT AREA / REQUIREMENT
	STATUS
	NOTES / ACTION REQUIRED

	Disciplinary and grievance procedures compliant with the ACAS Code of Practice
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	ER cases documented, tracked and handled consistently
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Employee voice mechanisms in place (surveys, forums, consultation)
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Wellbeing strategy or support provision in place (e.g. EAP)
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Mental health support and signposting available to staff
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Bullying, harassment and whistleblowing routes clear and accessible
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Exit interviews conducted and themes reviewed
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 





SECTION 07
Data Protection and HR Systems

	AUDIT AREA / REQUIREMENT
	STATUS
	NOTES / ACTION REQUIRED

	Employee personal data held securely and lawfully under UK GDPR
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	HR data retention schedule documented and applied
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Privacy notice issued to all employees
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Records of Processing Activity (ROPA) includes HR processing
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Access to HR data restricted to authorised personnel
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	HRIS / HR systems fit for purpose and data accurate
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Special category data (health, etc.) handled with appropriate safeguards
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 





SECTION 08
Health, Safety and Equality

	AUDIT AREA / REQUIREMENT
	STATUS
	NOTES / ACTION REQUIRED

	Health and safety policy in place and communicated
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Risk assessments completed and reviewed (including DSE / workstation)
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Accident reporting and RIDDOR processes in place
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Equality, diversity and inclusion policy in place and active
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Reasonable adjustments process documented and applied
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	EDI data monitored where appropriate
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Equality Act 2010 obligations understood and met across the employee lifecycle
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 





SECTION 09
AI Governance and Digital Workplace

	AUDIT AREA / REQUIREMENT
	STATUS
	NOTES / ACTION REQUIRED

	AI Usage Policy in place, communicated to staff and reviewed at least annually
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Approved AI tools identified and a list maintained (with unapproved "shadow" tools discouraged)
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	AI risk assessment completed for HR use of AI and kept up to date
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	AI awareness / usage training provided to relevant staff
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Human oversight controls established - AI outputs reviewed by a competent person and not used to make decisions about individuals on their own
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Accountability for AI governance in HR assigned to a named individual
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 





SECTION 10
Cyber Security and HR Interface

	AUDIT AREA / REQUIREMENT
	STATUS
	NOTES / ACTION REQUIRED

	Cyber security awareness training completed by HR and across the workforce
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Joiners, movers and leavers access controls reviewed - access granted, changed and revoked promptly
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Multi-factor authentication (MFA) implemented for HR systems and accounts holding personal data
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	HR data breach process documented, understood and aligned with the organisation's wider incident response
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Access to HR systems and personal data restricted to authorised individuals on a least-privilege basis
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Leaver access to systems, email and data removed on or before the last working day
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	HR critical processes identified and covered within business continuity and disaster recovery arrangements.
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 





SECTION 11
Culture and Engagement

	AUDIT AREA / REQUIREMENT
	STATUS
	NOTES / ACTION REQUIRED

	Employee engagement measured regularly (e.g. survey, pulse checks or other mechanisms)
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Organisational values are understood and embedded in day-to-day ways of working
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Leadership and management effectiveness assessed and developed
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Employee feedback is listened to and acted upon, with outcomes communicated back to staff
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 

	Recognition, inclusion and belonging actively supported across the organisation
	☐ In place
☐ Partial
☐ Not in Place
☐ N/A
	 





SECTION 12
Audit Summary and Priority Actions

Number of areas in place:
	SECTION
	SCORE

	Employment Documentation
	___ / 9

	Recruitment
	___ / 8

	Reward
	___ / 8

	Absence
	___ / 7

	Performance
	___ / 7

	Employee Relations
	___ / 7

	Data Protection
	___ / 7

	Health & Safety
	___ / 7

	AI Governance
	___ / 6

	Cyber Security
	___ / 7

	Culture & Engagement
	___ / 5

	Total
	___ / 88

	Percentage (Total / 88)
	___ %



Overall HR Risk Rating -        ☐ Low Risk           ☐ Moderate Risk          ☐ High Risk          ☐ Critical Risk
List the priority actions arising from this audit - particularly any item rated "Not in Place" or "Partial" that carries legal, compliance or people risk. Assign a risk rating, an owner and a target date to each.
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	#
	PRIORITY ACTION / FINDING
	RISK RATING -
HIGH / MEDIUM / LOW
	OWNER
	TARGET DATE

	1
	 
	 
	 
	 

	2
	 
	 
	 
	 

	3
	 
	 
	 
	 

	4
	 
	 
	 
	 

	5
	 
	 
	 
	 

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	




	Audit completed by:
	

	Signature:
	

	Date:
	

	Reviewed by (HR Lead / Director):
	

	Date:
	



For a full independent HR audit, compliance review or HR consultancy support - contact White Cube Consulting at hello@whitecubeconsulting.com or call 01224 531524.
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