
HR AUDIT
FOR PEOPLE PROCESSES

GUIDE & TEMPLATE



The pressure has never been higher for HR departments.

Employee expectations have shifted dramatically in a few 

years, completely changing the face of business in general 

and Human Resources in particular. 

What your employees want now isn't what they wanted 

three years ago — and if you're not able to meet their 

expectations, they will find an employer who will. Whether 

it's salary, work-life balance, development prospects, or 

something else entirely, the pressure is on HR to create an 

irresistible place to work…

… or the business will face the consequences. 

Not sure how to move forward? An HR audit can help.
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Introduction

98%
of HR professionals are 

burned out 
and it's no surprise.

Source: Forbes

https://www.forbes.com/sites/jackkelly/2022/04/14/98-of-human-resources-professionals-are-burned-out-study-shows/


The way forward

As no two organizations are the same, there is no one way 

for HR departments to successfully navigate these 

extremely challenging times. While one organization 

might already have excellent L&D programs in place, 

another might need to make learning & development 

improvements its top HR priority.

But how can you determine the best way forward for your 

organization? How do you take the multitude of pressing 

issues and create a structured plan of action tailored to 

your unique needs?

You start with an HR audit.
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Conduct your own audit 

In this guide, we will explain how you can conduct an 

audit of your HR processes and identify the areas that 

need your immediate attention. 

You will also learn how to create a clear visualization of 

your HR audit outcomes (with your easy-to-use template), 

and use this as the basis for a structured plan of action, 

complete with KPIs to assess your progress.

Read on to find out how you can discover your HR 

organization's strengths, weaknesses, and essential next 

steps.

Download your HR audit 
template now

PPTXGoogle Sheet

https://www.aihr.com/resources/AIHR_Stakeholder_Management_Playbook.pdf
https://www.aihr.com/resources/AIHR-HR-Audit-Template.pptx
https://docs.google.com/presentation/d/10DF2lpd5FlxbQda5TG5J9GKFDp4QvFY0uS6WuwDiUX8/copy


An HR audit reviews the human resource processes and 

policies to identify which areas are already performing 

well and which are in need of improvement. The HR audit 

is a lot like internal process audit. Simply put, it’s like 

giving your HR department a report card of how effective 

it is.  

This makes the audit the perfect tool to see if HR is 

compliant and fully aligned with business objectives. In 

other words, it can help you tighten up processes so that 

aspects like recruitment, onboarding, payroll, and 

performance management all get the attention they need.

You can find an example HR audit overview on the next 

page.

What is an HR audit?
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Example HR audit
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Evaluation criteria

Employee lifecycle

3-point

rating scale

Making it actionable



1: Is it effective?

Is it doing what it’s supposed to do? And is it doing it well enough for 

you to hit your goals?

2: Does it offer an excellent experience?

Is there a difference between your intention/implementation and 

employees' perception? Are you balancing the needs of the organization 

and the needs of your employees? 

3: Is it fit for scale?

Would these processes/policies work if you had 50 more employees, or 

500? Will these processes serve you for the next year? Or the next 5?

4: Does it align with our values and culture?

Is this what you would expect from an organization with your values? 

Are there any policies or processes that promote behaviors that you 

discourage among your employees?

Evaluating your policies and processes

6



Once you have assessed your processes and policies, you 

will have a clear visualization of which processes are 

working well, and which need improvement. You're now 

ready to select next initiatives and set priorities.

Focus area

What is your next step in improving L&D, or your EVP? 

Once you've decided, make a note of it in the audit 

document to keep things clear.

Priority

Start by prioritizing the areas that could have the biggest 

impact on your organization, such as legal consequences. 

You can then work your way down the list of priorities to 

work on your weaker policies and processes.

To keep things simple, we recommend using a three-point 

scale here, too.

Making it actionable: setting priorities
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Making it actionable: tracking key metrics
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Effectiveness Excellent 
experience Fit for scale

Alignment to 
values and 

culture
Efficient Quality Knowledge

Objective

100% 
reduction in 

questions 
received

50% increase in 
positive 

feedback
Yes

Our values are 
embedded in 
the process

Processing 
reduced from 

15 to 5 
minutes

Corrections 
reduced by 60%
Right first time 

increased to 
80%

Full training and 
quarterly 

comms plan 
complete

Q1 progress

Need some extra help finding the best strategic metrics to 

track your progress? Get more information and a list of 

example KPIs in this in-depth article.

With your audit complete, you know what you need to 

work on. And with the right metrics, you will be able to 

see if your initiatives are getting the results you want.

When choosing your metrics, your guiding principle 

should be getting the data you need to see and 

understand your progress, and nothing more. That means 

making sure your KPIs are targeted and limited in 

number, like in the example below.

Read blog

https://www.aihr.com/blog/human-resources-key-performance-indicators-hr-kpis/?utm_source=resource&utm_medium=resource&utm_campaign=guide&utm_content=hr-audit-template


Thanks to your audit, you know what your focus areas are, 

and how they should be prioritized. You now have all the 

information you need to create a project plan that will 

keep you on track to hitting your goals.

Making it actionable: creating your plan
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To create clarity for your direct colleagues and your 

stakeholders, we recommend creating a planning 

overview, such as the Gantt chart  below. This provides a 

clear overview of all planned activities, and the progress 

you have made so far.

Organization and 

ways of working

Talent development 

and career

Q1 2022 Q2 2022

Jan Feb Mar Apr May Jun

Complete

In progress

To do

Project management: domain WOW & org

TL principles review

Leadership OKR adjustment and clarify priorities

Review next steps D&I

Comms tool user guide

Review & clarify profiles: 
1 - BM/PM/EM 2 - Rest of org

Internal org, talent and headcount 
review

Talent and culture HRBP profile Hiring and confirm report structure

Professional dev. survey and analysis Build learning framework

Run Q1 test cycle + adjust



 A looming skills gap

87% of companies are already facing skills gaps, or 

expect to within 5 years. This means workers need new 

skills to stay effective, and this isn't going to change any 

time soon. 

If anything, workers will need more frequent training, 

with the half-life of skills shrinking to just 5 years — and 

2.5 for technical skills. 

An unprecedented focus on EX

2020 saw work change radically for many employees. 

While many of the restrictions that changed the way we 

worked have been lifted, the change in mindset is here to 

stay. 
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HR under pressure 

You now have the template and information you need to 

conduct an HR audit of your own. Not only are HR audits 

insightful, right now they can also help you avoid potential 

crises in your organization.

Because  HR professionals are facing major challenges 

across the entire employee lifecycle.

A historic talent shortage

In March 2022, a record breaking 4.5 million Americans 

quit their jobs. This marked the 10th consecutive month 

of 4+ million resignations. March also saw 11.5 million 

active vacancies, and 6.7 million people hired. 

The jobs market is in flux, and we all know the cost of 

sourcing, hiring, and onboarding new staff.

https://www.mckinsey.com/featured-insights/coronavirus-leading-through-the-crisis/charting-the-path-to-the-next-normal/mind-the-skills-gap
https://www.mckinsey.com/featured-insights/coronavirus-leading-through-the-crisis/charting-the-path-to-the-next-normal/mind-the-skills-gap
https://www.ibm.com/blogs/ibm-training/skills-transformation-2021-workplace/
https://www.ibm.com/blogs/ibm-training/skills-transformation-2021-workplace/
https://www.businessinsider.com/record-number-of-americans-quit-march-great-resignation-strong-2022-5?international=true&r=US&IR=T
https://www.businessinsider.com/record-number-of-americans-quit-march-great-resignation-strong-2022-5?international=true&r=US&IR=T
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HR under pressure

Employees need workspaces (both physical & digital) that 

allow them to be more productive. In 2022, employees 

who feel their workspace allows them to be more 

productive report a 92% engagement rate — and this 

plummets to 23% among those who don't.

But simplifying this issue by investing in quality physical 

workspaces and ending hybrid work isn't the solution: 

35% of employees report that they're more likely to look 

for a new job if they're forced to work in an office 

full-time.

Need some help?

If you're an HR generalist, it's on you to help your 

organization overcome these three very important and 

very different challenges — and many more we haven't 

discussed here.

Not sure you have the skills and knowledge required to 

tackle challenges across the entire employee life cycle? 

Then the HR Generalist Certificate Program might be 

what you're looking for.

https://www.qualtrics.com/ebooks-guides/employee-experience-trends-2022/
https://www.qualtrics.com/ebooks-guides/employee-experience-trends-2022/
https://www.qualtrics.com/ebooks-guides/employee-experience-trends-2022/
https://www.aihr.com/courses/hr-generalist-certification/?utm_source=resource&utm_medium=resource&utm_campaign=guide&utm_content=hr-audit-template


⬣ 100% online

⬣ Inspiring HR community 

⬣ Digital certificate & LI token

⬣ HRCI & SHRM credits

Learn more

Get the knowledge, tools, and templates 

you need to succeed as an HR team of one 

in the HR Generalist Certificate Program.

✔ Driving Business Value & Measuring Success

✔ Policies & Processes for the Employee Lifecycle

✔ HR in a Scaling Business

✔ HR Communications Toolkit

✔ HR in Practice: Daily Operations & Strategy Design

Make an impact as an HR Generalist
UPSKILL

https://www.aihr.com/courses/hr-generalist-certification/?utm_source=resource&utm_medium=resource&utm_campaign=guide&utm_content=hr-audit-template


At the Academy to Innovate HR (AIHR), it is our mission to make HR 

future-proof by offering world-class, online education programs available 

anywhere, anytime.

Any HR professional who is committed to lifelong learning can expand their 

skill set with relevant and in-demand skills. AIHR is the place to learn the 

skills you need to advance your career and secure a job at the forefront of 

HR.

Browse our programs at AIHR.com

AIHR | Academy to Innovate HR
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