Group Work on HR Audit Checklist – Recruitment and Selection

Please refer to the case, discuss at your group on one of the following aspects. Base on your observations and finding, verify if the suggested questions are valid and if your group would have other questions that you would ask when reviewing the policy and practice in this case.

	Observations/findings in the case
	Audit checklist/questions to ask

	1. Organisation need

· Presence of the annual operating and budget plan including staffing plan.

· Established remuneration policy (Point 10)

· Organisation structure – company and departmental levels (Point 10)

· Chief Executive approves headcount (Point 2) and employment offer made by hiring department (Point 10).  HR is custodian of all applications. (Point 7)
	· Is there an approved staff establishment or staffing plan?

· Is there an approved and defined remuneration policy in place?

· Is there an organization structure with clear reporting lines?

· Is there an approval matrix for recruitment?



	2. Job Description and requirements
	

	3. Recruitment policy and procedures
	

	4. Sourcing channels
	

	5. Selection tools
	

	6. Offer and contract
	


