triblock ANNUAL HR REVIEW

HR Audit Self-Assessment

Complete this audit annually or when reviewing your HR setup. For each item, mark Yes, Partial, or No. Any "No" or "Partial" in the shaded rows is a priority action.

COMPANY NAME

AUDIT DATE

COMPLETED BY

NO. OF EMPLOYEES

Item Partial Priority

EMPLOYMENT CONTRACTS & DOCUMENTATION

All employees have signed written employment contracts
Contracts reference the Employment Act of The Bahamas
Job descriptions exist for all active roles

Personnel files are complete and securely stored

Probation terms are documented and communicated

O0O00AO
O0O00AO
O000AO0O

NIB & PAYROLL COMPLIANCE

All employees are registered with NIB
NIB contributions are remitted by the 15th of each month
Payslips are issued to all employees every pay period

Payroll records are retained for at least 5 years

O00OO0O0
O0O0OO0O0
O00OO0AO0

All work permits are current and on file

POLICIES & EMPLOYEE HANDBOOK

Employee handbook exists and is up to date
Disciplinary and grievance policy is documented
Leave policy covers annual, sick, and maternity leave

Anti-harassment and equal opportunity policy exists

O000AO0
O0O00AO0O
O000AO0

Employees have signed acknowledgement of handbook

LEAVE & ATTENDANCE MANAGEMENT

Annual leave balances are tracked per employee
Sick leave and absence records are maintained

Maternity leave policy complies with Employment Act

0O00~O0
0O00~O0O
0O00~O0O

Public holiday schedule is communicated annually Low

PERFORMANCE & DEVELOPMENT

O
O
O

Performance review process is defined and documented

O
O
O

All employees have had a review in the last 12 months

O

Training and development records are maintained (] O Low

Scoring Summary

Response Count % of Total

Yes

Partial

No

Priority Actions (list top 3)

1.

2.

triblock Review annually. Consult a legal adviser for compliance queries triblockhr.com




