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Overview: 
The following audit and needs assessment tool is designed to highlight many of the key elements of 
effective human resources practices.  The questions are organized by major human resources 
categories and/or functional areas.  The tool is designed to open up a dialogue to discuss both 
compliance issues and best practices.   

 

Workplace Productivity and Climate Comments Score 

Do your human resources practices mirror 
your Company’s mission, vision, and values? 

  

Does your human resource service support 
organizational needs? 

  

Do employees understand what they can do 
to support the success of the organization? 

  

Do employees know what is expected of 
them? 

  

Do employees know/understand what other 
employees do (e.g. is there training on 
organizational practices)? 

  

Does your Company celebrate successes 
when they are achieved? 

  

Do you seek input from your employees on 
your workplace practices to determine the 
overall health and morale of the organization? 

  

Do you have a method for assessing the 
suitability of flexible work arrangements? 

  

Is your human resources function adequately 
staffed to meet business needs (e.g. are 
problems resolved in a timely fashion)? 

  

Are your managers encouraged to give 
employees praise for doing a good job? 

  

Do the employees at your Company enjoy 
their work and have fun doing what they do? 

  

Is there a forum used to discuss 
organizational effectiveness issues such as 
town halls or web meetings? 

  

Do you use a suggestion system to identify 
areas of potential change? 

  

Are there Company-sponsored events held to 
help improve morale and general interaction 
among employees? 

  

Rating Your Company: 
For each question in this assessment, please assign yourself a “1” in the Score column if you answer 
“yes” to the question and can support the existence of the practice in your organization.  In addition, if 
the question is not applicable to your Company because of the size or nature of its workforce, enter a 
“1” in the Score column. 
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Workplace Productivity and Climate (continued) Comments Score 

Are there protocols for communications (e.g. when to 
communicate via e-mail, voice mail, written, or in 
person)? 

  

Do you have a formalized Health and Wellness 
program or Employee Assistance plan? 

  

Do you have policies and procedures for reporting 
quality issues? 

  

Do you have established procedures for investigating 
employee concerns? 

  

                       Total Score for this Section (out of 18):  ______ 
 

Policies and Procedures Comments Score 

Do you have an Employee Handbook or Human 
Resources Policies and Procedures Manual? 

  

Have your policies and procedures been reviewed for 
legal compliance within the last twelve months? 

  

Have all policies been updated to account for 
changes in applicable employment standards 
legislation including emergency leave, maternity/ 
parental leave, overtime, and hours of work? 

  

Are your policies written to the communication level of 
your workforce (e.g. foreign language translations 
where required)? 

  

Do you have an Employee Code of Conduct?   

Do you have policies surrounding key issues such as 
workplace harassment, violence in the workplace, and 
substance abuse? 

  

Do you have an Employee Acknowledgement form at 
the back of your handbook or policy manual? 

  

Do you have signed Employee Acknowledgements for 
every employee? 

  

Do you have the ESA poster posted in key locations 
throughout your facilities? 

  

Do you have process forms to track issues such as 
employee status changes, hours of work, vacations, 
leaves of absence, overtime, and benefits? 

  

Do you know if your organization is bound by or is a 
Contractor under any government employment equity 
program (e.g. Federal Act or Federal/ 
Provincial/Municipal Contractors Program)? (Give 
yourself a point in this category if the answer is “no”, 
or if “yes” and you have met the requirements of the 
program)  

  

Does your company have an equal employment 
opportunity policy? 
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Policies and Procedures (continued) Comments Score 

Does your company maintain current employee files 
on all individuals within the organization? 

  

Do you have a policy on accommodation?   

Do you have policies relating to the use of technology 
including cell phones, pages, laptops, PDAs, e-mail 
and the Internet? 

  

Do you have policies relating to addressing 
environmental sensitivity in the workplace? 

  

Has your company revised its retirement policy and 
practices to reflect the changes to human rights 
legislation? 

  

                                                                      Total Score for this Section (out of 17):  ______ 
 

                                                                      Total Score for this Section (out of 6):  ______ 
 

Recruitment and Selection Comments Score 

Do you have up-to-date job descriptions to enable you 
to establish job requirements? 

  

Do you have a policy on who may institute hiring and 
extend employment offers?  

  

Do you have an internal job posting process?   

Do you have standardized wording available to 
describe the Company and the application process? 

  

Do you communicate your mission/vision/values to 
candidates and use that information as part of your 
“fit” assessment? 

  

Are the roles and expectations for hiring clear 
between the hiring manager and human resources? 

  

Workforce Planning Comments Score 

Do you have an up-to-date organizational chart and 
other planning documents to enable workforce 
planning? 

  

Do you perform workforce planning and/or a needs 
assessment at least quarterly? 

  

Do you have a method for forecasting staffing needs 
by production requirements? 

  

Do you track and manage operations by utilizing 
essential metrics such as turnover, full-time 
equivalents (FTE), time to hire or revenue to 
productivity? 

  

Are turnover levels appropriate for the nature of your 
industry/business? 

  

Does your Company have an established succession 
plan? 
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Recruitment and Selection (continued) Comments Score 

Do you have a system for keeping track of the various 
opportunities for finding candidates (e.g. Monster, Hot 
Jobs, etc.)? 

  

Do you have a Job Application Form, which provides 
appropriate releases to begin the assessment 
process? 

  

Do you have a method of assessing the suitability of 
outside search firms to meet your needs? 

  

Do you have established Service Agreements with all 
the Search Firms you use? 

  

Do you have a method for tracking incoming resumes 
from all sources (e.g. paper and electronic based)? 

  

Are your interviewers trained on best practices for 
interviewing and selection? 

  

Do you utilize a pre-screening process such as 
telephone interviews or a pre-screen questionnaire? 

  

Do you keep records of interviews?   

Do you employ selection tests as part of your 
selection process? 

  

Do you have reference check forms and a policy for 
obtaining references (or use an outside service)? 

  

Do you verify educational statements/credentials on 
final candidates? 

  

Do you have restrictive covenant agreements for 
issues such as confidentiality, non-solicitation, and 
conflict of interest? 

  

Do you have an established policy on the hiring of 
independent contractors or Agency workers? 

  

Do you announce to the organization when a new 
employee has joined? 

  

Are promotions or role changes communicated to 
employees? 

  

                                                                      Total Score for this Section (out of 21):  ______ 
 

Employee Orientation Comments Score 

Do you have an Orientation Guide for new 
employees? 

  

Do you provide a safety tour?   
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Employee Orientation (continued) Comments Score 

Do you provide the “essentials” to get started on the 
job on the first day of employment (e.g. keys, pass 
cards, computer equipment, logins, business cards, 
payroll deposit, TD1 – federal and provincial, 
introductions, etc.)? 

  

Do you have a 30/60/90 day plan for new employees?   

                                                                      Total Score for this Section (out of 4):  ______ 
 
Training and Development Comments Score 

Do you perform an assessment for training needs at 
least on an annual basis? 

  

Do you have a method for establishing a training 
budget and tracking the budget accordingly? 

  

Do you have a formalized method for tracking skills 
acquisition, training courses, etc.? 

  

Do you have a policy on internal training?   

Do you have a policy on continuing education and 
development? 

  

Does your Company have training or coaching 
programs for developing managers and supervisors? 

  

Do you provide WHMIS training with new hires?   

Does your Company have an intern program for 
developing students joining the workforce? 

  

Do you have established third parties for providing 
training?  Do you have the appropriate Service 
Agreements established with these third parties? 

  

Do you subscribe to key resource information 
services in a variety of human resources areas in 
order to keep up-to-date on issues (e.g. HR 
Professional, HR Reporter, etc.)? 

  

Do you measure application of learning and the return 
on investment on training initiatives? 

  

                             Total Score for this Section (out of 11):  ______ 
 
 
Compensation and Benefits 

Comments Score 

Do you have a standardized method of paying 
individuals (e.g. the same platform)? 

  

Do you currently remit to CCRA all appropriate 
taxes/insurance for employees on time? 

  

Is your payroll deposit error-free at every pay period?   

Do you have appropriate safeguards in place to avoid 
payroll fraud? 
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Compensation and Benefits (continued) Comments Score 

Do you have a method of determining the number of 
levels in the organization such as job evaluation or 
PFK? 

  

Do you have a strategy for positioning pay (lead, lag, 
and match)? 

  

Does your compensation strategy link pay to 
performance? 

  

Does your compensation review period link to key 
business indicators? 

  

Do you communicate your pay guidelines?   

Do you communicate your pay strategy to your 
employees? 

  

Do your employees understand how their pay rates 
are determined? 

  

Have you reviewed your benefits strategy to 
determine if it fits your organizational strategy? 

  

Have you reviewed all options for the creation of a 
benefits program to ensure you are getting the 
greatest value for the dollar invested? 

  

Do you have a total compensation strategy?   

Do you have an up-to-date pay equity plan?   

Does your Company participate in the compilation of 
external pay surveys? 

  

Do you reward for performance through bonuses or 
other incentives? 

  

                       Total Score for this Section (out of 17):  ______ 
 

Performance Management Comments Score 

Do you have a method for managing performance?   

Does your performance management method 
measure what is important to the organization? 

  

Does your performance management method enable 
managers to coach employees? 

  

Does your performance management plan use job 
descriptions as a means for evaluating performance? 

  

Do you track the training initiatives identified in 
individual performance plans? 

  

Do all individuals within the organization receive the 
appropriate training on the performance management 
plan and process? 

  

Do you have appropriate signatures on all the 
performance management documents (e.g. 
employees and manager’s signatures)? 

  

Do you have all performance management reviews 
filed in an employee’s file? 
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Performance Management (continued) Comments Score 

Do you have a progressive discipline policy?   

                       Total Score for this Section (out of 9):  ______ 
 

Health and Safety Comments Score 

Do you have a posted health and safety policy?    

Do you have a Joint Health and Safety Committee or 
a health and safety representative (dependent upon 
the number of workers at your workplace)? 

  

Do you have the appropriate number of certified Joint 
Health and Safety Committee members? (Give 
yourself a point in this category if the answer is “no”, 
because the size of your organization does that 
dictate that you have a certified member or if “yes” 
and you have met the requirements of the program)   

  

Was your certified worker member or health and 
safety representative elected by the other workers in 
the facility?  

  

Do you have the appropriate number of individuals 
trained in first aid in your organization? 

  

Do you have a designated WHMIS trainer or an 
effective outsourced process for WHMIS training? 

  

Do managers know and understand their 
responsibilities surrounding health and safety? 

  

Do your employees know what their roles and 
responsibilities are surrounding health and safety? 

  

Does your health and safety committee regularly 
conduct safety inspections? 

  

Are your employees formally trained on safe working 
practices? 

  

Are supervisors trained on how to handle work 
refusals? 

  

Have employees and management been fully trained 
on when and how to use Personal Protective 
Equipment (PPE) at work? 

  

Have the appropriate pre-start reviews been 
performed on equipment? 

  

Do you have a process to prepare for a workplace 
investigation? 

  

Do you provide employees with written work 
instructions wherever possible? 

  

Do you have the appropriate first aid equipment 
required for the number of individuals within your 
organization? 

  

Do you have up-to-date Material Safety Data Sheets?   

Do you have an emergency plan?   



Human Resources Best Practices – Audit and Needs Assessment Tool 
 

  Page 9 of 11 

Health and Safety (continued) Comments Score 

Are your senior managers aware of the liabilities 
associated with Bill C-45? 

  

Do you have on file all WSIB registrations with 
account numbers for your organization? 

  

In the case of an accident, do you ensure that the 
Form 7 is filled in within the amount of time specified 
from WSIB? 

  

Do you have a current list of all current workers’ 
compensation claims? 

  

Do you tie safety to the disciplinary action policy?   

Is your company prepared for a Workwell Audit?   

Do you have a return to work policy?   

Do you have a strategy for managing attendance, 
leave of absence, and absenteeism? 

  

Have you reviewed your N.E.E.R statements?   

Is your organization slotted in the right rate group?   

                       Total Score for this Section (out of 28):  ______ 
 

Termination Practices Comments Score 

Do you have a policy on termination practices?   

Do you have standardized wording in 
termination/severance packages? 

  

Do you have a formal policy on how to establish 
without cause termination packages? 

  

Do you have a standard release signed by departing 
employees prior to receiving payment of any non-
statutory monies owing? 

  

For a “with cause” termination, do you ensure that you 
have the proper documentation required to conduct 
the termination and have it be supported? 

  

Are your termination practices compliant with current 
applicable legislation? 

  

Do you provide compensation and a Record of 
Employment to all departing employees within the 
timeframe allowed by the applicable employment 
standards legislation? 

  

Do you cancel the appropriate resources for a 
departing employee in a timely fashion (e.g. 
passcards, corporate credit cards, corporate calling 
cards, etc.)? 

  

Do you make a formal announcement to the 
organization detailing that the departing employee is 
no longer employed at the Company? 

  

Do you have a policy on providing references to 
departed employees? 

  

Do you perform exit interviews?   



Human Resources Best Practices – Audit and Needs Assessment Tool 
 

  Page 10 of 11 

Termination Practices (continued) Comments Score 

Do you inform employees of their right to convert their 
group life insurance coverage to an individual policy? 

  

Do you provide a career counseling/transition 
package to terminated employees? 

  

                       Total Score for this Section (out of 13):  ______ 
 

Union Practices 
(NOTE: give yourself a point for each question if 
your workforce is non-union) 

Comments Score 

Have your managers been trained in grievance 
resolution and general employee problem solving? 

  

Do you have all copies of collective agreements that 
were or continue to be in force in your organization? 

  

Do you have the details regarding any outstanding 
grievances or arbitrations? 

  

Do you have a record of any current incidents/events 
which may give rise to a grievance/unfair labour 
practice complaint? 

  

                       Total Score for this Section (out of 4):  ______ 
 

Human Resources Information Systems Comments Score 

Do you have a control in place for updating employee 
information in the HRIS or other tracking mechanism 
such as a spreadsheet or database (e.g. human 
resources, hiring manager, etc.)? 

  

Do you have a method of tracking employee 
information and running the appropriate reports 
required? 

  

Is your HRIS or other tracking mechanism tied to your 
payroll system for ease in gathering information and 
updating information?   

  

Does your HRIS or other tracking mechanism have 
the required security measures in place to ensure the 
safe and confidential handling of personal 
information? 

  

                       Total Score for this Section (out of 4):  ______ 
 

Privacy Comments Score 

Do you have a privacy policy?   

Do you have a Chief Privacy Officer designated?   

Do you have Service Agreements in place with third 
party vendors (e.g. benefit providers) regarding the 
handling of personal information? 

  



Human Resources Best Practices – Audit and Needs Assessment Tool 
 

  Page 11 of 11 

 
Privacy (continued) Comments Score 

Have you audited your record keeping practices for 
privacy compliance? 

  

Have you put safeguards in place to appropriately 
control the collection, use, and disclosure of 
employee personal information? 

  

Privacy Comments Score 

                       Total Score for this Section (out of 5):  ______ 
 

 
 

Rating Your Organization on Human Resources Best Practices 
 

Section Total Points Assigned Total Potential Points 
Workplace Productivity and Climate  18 

Policies and Procedures  17 

Workplace Planning  6 

Recruitment and Selection  21 

Employee Orientation  4 

Training and Development  11 

Compensation and Benefits  17 

Performance Management  9 

Health and Safety  28 

Termination Practices  13 

Union Practices  4 

Human Resources Information Systems  4 

Privacy  5 

Total Points  157 

 
� If your company’s score is 132 -157:  Congratulations!  Your company is at, or close to, where it 

should be in relation to HR best practices.   
 

� If your company’s score is 109 - 131:  Not too bad!  Your company is in fairly good shape from an 
HR best practices perspective.  To rectify current issues, focus on the areas that have the lowest-
scoring characteristics.   

 

� If your company’s score is 93 - 108:  Your company may have some problems in relation to human 
resources practices.  Some of these problems may be quite serious.  To rectify the issues, the 
company will need to focus on improving the lowest-scoring characteristics, particularly in areas that 
require legislative compliance.   

 

� If your company’s score is 92 or below: Your company does not have many HR best practices 
currently in place and the company will need to refocus their energies on building the basic human 
resource programs.  If many of these characteristics are left at its current state, there may be a 
breach of current legislation from a provincial and potentially federal perspective.  


