QUESTIONS TO CONSIDER WHEN AUDITING A HUMAN RESOURCES DEPARTMENT

By: Lawrence M. Bienati, Ph.D., SPHR, CCP & Rhoda Carter, PHR

 

 

General Instructions:

The reviewer should proceed through the following outline by examining the various practices described, and writing down answers to the questions presented here. The review should also make other observations pertinent to an understanding of the issues at hand. From the reviewer’s written report, recommendations should be made of remedial action necessary to bring the office into proper compliance with company policies and sound business practices. Every Human Resource Department is unique and is driven by culture. This checklist represents the best practices found in successful HR departments.

I. OFFER LETTERS 

A. Approval Processes 

1. Determine who can request that an offer letter be prepared. 

a. Who has signatory approval for offer letters? 

b. Who is responsible for negotiating the salary and other benefits offered? 

1. Describe the process for handling uncommon requests to be included in the offer letter. 

B. Production and Administration 

1. Determine who is responsible for producing the offer letter? 

a. Are customized letters created? Boiler plate letters? 

b. At what process during the hiring process is the offer letter generated? 

1. Describe the process for tracking and administering receipt of the signed (accepted) offer letter. 

a. Is the signed offer letter received before the new employee is authorized to start? 

b. At what point are employee physicals scheduled? 

1. Does your office require that DMV reports are received. If so, do you require a copy before the start date? 

1. Obtain copies of new hire letters issued from the last half year. 

a. Are standard Corporate New Hire Offer Letter being utilized? 

b. Are letters reviewed for legal or acceptable deviations? By whom? 

c. At what point was Human Resources or Payroll informed of any special arrangements made in non-standard Offer Letters? 

d. What office tracking is done for special arrangements ("extra" time off, etc.)? 

 

 

II. AFFIRMATIVE ACTION (If Required)

A. Responsibility

1. Determine who receives the official Affirmative Action Plan prepared for your office by Corporate. 

1. Describe the process to bring the affirmative action requirements to the required level of awareness in the office. 

a. Is the report distributed amongst the office’s management team? 

b. Who is responsible for the decision on which interview applicant is presented with a job offer? 

B. Compliance

1. Find the location of affirmative action notices posted on bulletin boards. 

a. Are they displayed prominently? 

b. Are there copies of both the company policy letter signed by CEO and the appropriate state notice? 

1. Describe the practice followed if there are several successful candidates for a position. 

a. Is attention explicitly given to hire persons who would meet any Affirmative Action statistic goals? 

b. Are Affirmative Action statistics reviewed for promotion of current company employees? 

III. NEW HIRE PROCESSING 

A. New Hires 

1. Obtain copies of new hire letters, completed new orientation session list, and new hire paperwork packet check-off lists received from the last half year. 

a. Do files contain samples "physical" medical review records? 

1. When are employment medical exams taking place (pre- or post-hire)? 

2. What procedures exist to inform supervisors of physical limitations? 

3. At what point do work restrictions exceed reasonable accommodation? 

1. Obtain an HR print-out of employees that are Excluded, Limited, or Probationary Drivers. Review recent hiring/non-hiring decisions based on driving records. 

a. When does the driving record get submitted (pre- or post-hire)? 

b. When do "uninsurable" driving record memo’s get issued? 

c. What happens with the results of personal vehicle insurance records? 

1. Obtain the HR list of signed and submitted ADA Job Summaries. 

a. How many have been turned in? How many are missing? 

b. What are the circumstances of the missing ones? 

 

B. After Hire

1. Review records of New Hire Paperwork packet submissions. 

a. Do they consistently contain all required items. If not, reasons why? 

b. Are the packets consistently approved, prior to hire, by the GDM? 

c. Ascertain if the lack of completed paperwork ever delays payroll processing. 

1. Obtain the record of Health & Safety Orientations and/or OSHA 8-hour and 40-hour training sessions conducted. 

a. Is training being conducted consistently? 

b. What staff levels typically receive training? Is it timely? 

1. Review list of completed Employee Orientation Sessions. Interview a sampling of employee responses about their view of the orientation sessions. 

a. Is someone specifically assigned and trained to do formal orientations? 

b. Do employees feel orientation was adequate? 

1. Examine a Resume List from the Communications Department. 

a. Are resumes completed in Company format for proposal use? 

IV. NEW EMPLOYEE ORIENTATION 

A. Schedule 

1. Explain who is responsible for conducting the orientation. 

1. If there are multiple facilitators, describe their roles and topics. 

1. Describe the new orientation practices. 

a. Do all new employee’s receive a formal orientation process? 

b. At what point is the orientation performed? 

c. Is attendance mandatory? 

d. Who is responsible for ensuring that the orientation 

1. Takes place for each new employee? 

2. Is complete? 

a. Are the new employees of certain particular supervisors inclined to have less compliance with the new orientation procedures? 

B. Material Covered

1. Describe the material given to each new employee. 

1. Describe the verbal information given to each new employee. 

a. Is the same standard material with all employees? 

b. How does the office ensure that all material covered is in accordance with company requirements? 

c. How often is distributed material updated? 

1. Describe what future orientation is performed. 

 

V. EMPLOYEE PERFORMANCE REVIEWS 

A. Responsibility 

1. Determine who is responsible for managing the performance review process. 

a. Who is responsible for scheduling the reviews? 

b. Who conducts the review? 

c. Who signs the original review form and where is it filed? At what point in time is a new employee provided an initial performance review? 

d. Is the regional manager involved in the review process? 

e. Do employees have to remind their supervisors to conduct reviews? 

B. Practices 

1. Determine the review protocols used by the office. 

a. Is there a follow-up system for reviews not completed? 

b. Describe the paperwork completed for all employees. 

c. Which forms are used for non-exempt employees? 

d. Which forms are used for exempt employees? 

e. What information is provided to employees and Supervisors prior to the scheduled review? 

f. What other sources of performance data is collected before the review is conducted? 

g. What follow-up system do you have for reviews not completed? 

1. Examine 10% to 20% of the office’s employees files to determine the frequency of office reviews. 

a. How often are other employees reviewed? 

b. Are the employees of certain supervisors reviewed at longer intervals than others? Not at all? 

VI. EMPLOYEE DISCIPLINE 

A. Problem Employees 

1. Determine if job expectations and performance requirements are clearly communicated. 

a. Is the Job Description Book available to employees? 

1. Interview individual employees. 

a. Are written job descriptions given? 

b. Are there discussions of job expectations, etc. 

c. Did they receive copy of the Performance Expectation brochure? 

1. Examine records of employee discipline events during the previous 6 months and determine if Written Documentation is adequate to the situations (reference items under 5 in the section). 

1. Ascertain if Management provides counseling, training and tools for success. 

a. Who counsels employees when they are going "off course"? 

b. If counseling efforts are unsuccessful; is "Progressive Discipline" administered? 

c. At what point in the discipline process is the Corporate HR contacted? 

 

1. Analyze if Progressive Discipline is understood and applied. Determine if the concept of a Continuous Improvement Program is relevant. 

a. Are "Verbal Reminders" used? 

b. Are "First Written Warning" used? Do they cover: 

1. Facts and information? 

2. The specific problem and desired versus actual performance? 

3. Reference to policy guidelines? 

4. Job description, training, etc.? 

5. Employee response and explanation? 

6. Ramifications for non-improvement? 

a. Are final "Written Warnings" consistently issued (if the verbal and first written have not resulted in improvements) 

1. Covering Items b)(2) through b)(6)? 

2. Emphasizing failure to improve will result in discharge? 

VII. TERMINATION/EXIT PROCESS 

A. Involuntary Terminations 

1. Obtain records of recent involuntary terminations. Try to get a good sample covering several months and several levels of employees. 

1. Determine if "progressive discipline" or "due process" was provided prior to involuntary termination. 

1. Ascertain what paperwork gets submitted, when, by whom and to whom. 

a. At what point was Corporate HR notified or consulted? 

b. Was special approval obtained for layoffs or reductions in force? 

c. Were final paycheck rules adhered to? 

d. Was a separation report submitted to Corporate HR? 

e. Were final timesheet sent to Payroll (FAXs are acceptable) the day BEFORE the final? 

f. Was severance pay a consideration? Was it within corporate guidelines? 

B. Voluntary Termination 

1. Obtain records of recent voluntary terminations. Try to get a good sample covering several months and several levels of employees. 

a. Did employees give at least 2 weeks notice? 

b. Were exit interviews conducted? Is there a record of follow-up to any problems revealed during the exit interview? 

c. Was severance pay a consideration? Was it within corporate guidelines? 

d. Were final paychecks paid "at once" if 72 hours notice was given? 

 

 

C. All Terminations 

1. Determine the level of office understanding of policy and law regarding: 

a. Payment for all hours worked until termination, regardless of whether they resigned or were discharged. 

b. Are terminating employees told of the right to continue their group medical insurance under COBRA? 

1. Safe Harbor Explanation 

2. Notice to Persons Eligible for Medi-Cal and Persons with HIV/AIDS 

1. Determine if a life insurance conversion notice has been mailed to terminating employees. 

XIII. EXCLUDED, PROBATIONARY AND/OR LIMITED DRIVERS 

A. Communication 

1. Determine when discussions of the policy with employees occur. 

a. Are they discussed before hiring? 

b. When is the DMV/MVR report received relative to employee start date? 

c. How are questions handled about driving records (answered at office or Corporate)? 

1. Review if Employment Offer Letters include the standard required language. 

1. Obtain lists of office’s excluded, probationary and limited drivers. Survey those on the lists. 

a. Are any of them assigned a company vehicle? 

b. Are they aware of their status? 

c. Do they drive their vehicles or company vehicles? 

1. Obtain records of auto accidents during the preceding 12 months? 

a. How many have there been? 

b. What were the causes? Were any employees "at fault"? 

c. Were any employees ticketed? 

IX. LEAVES OF ABSENCE 

A. General Administration 

1. Determine if appropriate information and communications are provided to all employees. 

a. Are policies and procedures posted on bulletin boards? 

b. Are specific required notices up (i.e., FMLA)? 

c. Where is the Company Manual available to employees? 

d. Who is the resident "expert" to talk to about Leaves? 

1. Determine who makes the "Eligibility Determination." 

 

B. Administration of Individual Leaves 

1. Determine the sequence of events, information explained and person(s) responsible when individual employees request leaves or information on leaves. 

a. How are the following determined and communicated? 

1. Length of leave (when must an employee return to hold his/her job)? 

2. PLT/ESL use or integration? 

3. Health insurance continuation costs? 

4. Special Explanations? 

5. FMLA verification form? 

6. Pregnancy Disability Leave—Best of Both Laws Rights? 

7. American with Disabilities Act integration? 

8. Workers’ Compensation Leave—modified work available? 

9. Long-term Disability Leave (special ESOP instructions for Permanent and Total Disability)? 

10. Rehabilitation Leave (one per duration of employment, participation; check-in and confirmation instructions)? 

11. Military Leave (Military Orders Notification and salary integration)? 

12. Funeral Leave (appropriate kinship)? 

a. When is the Change of Employment form provided? 

1. Determine all leaves of absence granted during the prior 6 months. Obtain records and examine the paperwork submission. 

a. What is the record of accurate and timely information and paperwork to HR and Payroll? 

b. Who initiates legally required explanation outlining rights and responsibilities? 

X. OFFICE TURNOVER/EMPLOYEE RETENTION 

A. General 

1. Analyze two years worth of Turnover Report records. 

a. How many employees have left? What percentage of the average workforce is this? 

b. Has turnover been concentrated in certain job categories? 

c. Are consistent reasons given? 

1. Review the results of the HR written Exit Interviews. 

a. Are there identifiable patterns (time of year, particular Department or Supervisor)? 

1. Quantify economic cost of turnover. 

a. How much time is spent interviewing? 

b. What is the cost of "search" or "temporary" firms? Newspaper ads? 

c. How much is spent orientating and training? 

1. Conduct internal employee interviews. 

a. How does turnover affect morale? 

b. How does Turnover affect confidence in management? 

