From the Desk of the Human Resource & Business Specialist

Checklist

Procedures/processes that will help you effectively manage your people
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	Not in Place
	Considering
	In Progress
	Needs Work
	In place and working!

	Mission & Vision (the what, who, how and why of your business) 
	
	
	
	
	

	Values (core ideology of your business)
	
	
	
	
	

	Strategic & Operating Plans (what will we do and how)
	
	
	
	
	

	Code of Conduct – how do we expect our employees to behave
	
	
	
	
	

	Employee Handbook: guidelines for employees  
	
	
	
	
	

	Performance Management process
	
	
	
	
	

	Policy on Training and Development
	
	
	
	
	

	Compensation Philosophy 
	
	
	
	
	

	Management/Supervisory training on HR processes
	
	
	
	
	

	Job Descriptions
	
	
	
	
	

	Personnel Files that are compliant with privacy legislation
	
	
	
	
	

	Employee Orientation/On-Boarding procedure
	
	
	
	
	

	Consistent hiring and termination procedures
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