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THE CONTEXT
Current Situation:

XXX was established in the year ….. and has seen growth of …….

The ….Organisation/Unit was established with the primary intention of ………with the vision of ……

Currently:

· The Organisation/Unit deals with ………

· In the year 20XX-20XX its main achievements have been ……..

· It has a total staff strength of ….., which includes the Regular Staff….., contract…..managers etc.

· Total income or reveneue for the period …..was ….

Future Plans:

Given below is a short perspective going ahead for ----the ------ of the Organisation/Unit: 

· .......

· .......

· Expected business of  -------over the next ---years

Brief description of current HRD systems: 

Given below is an overview and brief description of the current HRD systems.

( Manpower planning and Recruitment

· Currently......XXX has 
( Induction

· -----
( Performance appraisal and Feedback

· ------
( Training and Development 
· ------
EXECUTIVE SUMMARY
A team of internal auditors from XXX visited the XXX Unit of the Organisation/Unit from -----to--------, to conduct an HRD Audit to assess the strengths and weaknesses of various HRD systems and its linkage with the business strategies of XXX. This was supplemented with an Employee Satisfaction Survey.

XXX----Unit is ------------ This was the context with which the HRD Audit was carried out at ---of the Organisation/Unit.

Observations: -

· XXX -----is a very successful ------, well-established in -----------

· It has modern equipment, latest technology and very competent ----------

The key findings of the HRD audit indicate the following:

a) HRD systems like recruitment and training are in place and are being implemented well. However, -----------

b)  The Induction process, which was being well implanted in the beginning, has ----------
c) HR Systems like Performance Appraisals, Rewards and Recognition need to be ---------

d) Though most employees have grown, ------- 

e) The culture in this division/unit is ---------------
The Engagement Survey has thrown up the following areas as strengths and concerns:

	Strengths


	The areas of concern are:




· While leadership ---------,Many employees feel that -------. 

· Leadership at the second level needs --------
· In order to prepare for the future, this ---- needs to strengthen ------
· The management may like to reflect upon the various strengths and weaknesses pointed out in this report and prepare their own action plan to strength their efforts at XXX.

METHODOLOGY
The methodology used included in-depth interviews with ------. One group of ----- was also interviewed. Focused group discussions were conducted covering --------The auditors visited the branches, observed various facilities, machinery and other infrastructure in addition to observing ------in action. 

Added to this, a specially designed questionnaire was administered to find out the current levels of employee satisfaction. A total of ----responses from all levels and departments were collated and analyzed. Open-ended feedback as a part of the Engagement Survey was also taken into consideration.

Other relevant inputs/documents studied included: the department wise satisfaction Index, open-ended feedback collected from -----from ------ and manuals were also read.
	Pillar 1. HRD Systems 


1. Performance Management Systems

Strengths

· Yearly exercise with clear ......
· Select departments have very clear cut goals/targets set in the beginning of the year with the proper budget allocation 

· Involvement of --------.

· Performance appraisal outcomes for staff is being used in the form of------
· Well laid out and documented ---------
· Progressive and well-implemented system for capturing ------
Weaknesses

· There does not appear to be a well-documented -------
· Lack of uniformity in the --------
· Within departments also different process being followed based on the --------
· No documented parameters for -------
· Self-appraisal is --------
· No expectations/target setting is being done in the -------
· No transparency in the -------
· Lack of training of -------
· Lack of continuity --------
· Lack of documentation and communication --------- 

· Perceived lack of transparency from management ------
· Action plan for further improvement --------
· Communications are weak---------
Suggestions

· Have clear-cut parameters linking --------
· System in place to ensure timely and organized reviews --------
· Feedback and sharing of the rating to be made --------
· -------- need to be trained on --------
	1. Performance Management Systems

	
	
	
	
	

	Dimensions
	Max. Points
	Points Allocated
	Rational
	Comments

	Clarity of Objectives
	10
	
	· Clarity

· Existence of documentation

· Efforts to clarify

· Comprehensiveness and coverage efforts
	

	Extent to which it is well structured
	20
	
	· Performance planning

· Performance Analysis and review

· Performance development and counseling

· Performance ratings
	

	Extent to which it is understood
	10
	
	· Awareness about the system

· Understanding the objectives of the system

· Understanding the functioning of the system

· Understanding the benefits of the system
	

	How well it is implemented
	20
	
	· Performance planning

· Performance Analysis and review 

· Performance development and counseling

· Performance ratings 
	

	Extent to which it meets organization needs
	10
	
	· Objectives of the system

· Design of the system

· Functioning of the system

· Benefits derived from system
	

	Total
	70
	
	
	


	2. Induction

	
	
	
	
	

	Dimensions
	Max. Points
	Points Alloted
	Rational
	Comments

	Clarity of Objectives
	10
	
	· Clarity; Existence of documentation; Efforts to clarify

· Comprehensiveness and coverage efforts
	

	Extent to which it is well structured
	20
	
	· All employees are covered (new/lateral entrants, job rotated)

· Covers all aspects of induction-company, products, markets, technology, personnel policies, culture, competitors etc.

· Uses a number of players, line managers, HODs, top management, and documentation.

· Using various strategies for induction: pre-joining induction, immediately after joining, formal induction programs, informal meetings, and assimilation efforts.

· Uses all existing resources: internet, online induction, documents

· Ensures employee engagement, and commitment: is managed like a system.
	

	Extent to which it is understood
	10
	
	· Awareness about the induction process system

· Understanding objectives of the induction process and the system

· Understanding process and functioning of the system

· Understanding benefits of the system

· Understanding of the role played by induction and the seriousness it needs from all levels
	

	How well it is implemented
	20
	
	· HR puts in its best efforts. Seriousness is shown in ensuring all systems are followed by all.

· Line mangers and HODs take it seriously and make themselves available for the induction and integration.

· New recruits have a well-structured program and it is implemented with reviews and effectively all the time. Schedules are not changed.

· Various components, opportunities, and systems are used for induction: Clubs, internet, online education, CDs, written materials, performance appraisals, KPAs, social get-togethers, etc. are used.

· Candidates look forward to the induction program.
	

	Extent to which it meets organization needs
	10
	
	· Objectives of the system meet the needs: reduction of adjustment time, and getting down to contribute.

· Design and structure of the system meets the needs of the company.

· Implementation and functioning of the system results in time management and quick settling-down.

· Benefits are derived from the system. Employees develop a lot of company identity and quickly.

· Employees get ready to contribute fast as a result of induction.
	· 

	Total
	70
	
	
	

	
	
	
	
	

	3. Competency Mapping 

	
	
	
	
	

	Dimensions
	Max Points
	Points Allocated
	Rational
	Comments

	Clarity of Objectives
	10
	
	· Clarity; Existence of documentation

· Efforts to clarify;  Comprehensiveness and coverage efforts
	

	Extent to which it is well structured
	20
	
	· Technical, functional, managerial, behavioral classification

· Knowledge, attitudes, skills, motives, and values covered.

· Process is based on mission, vision, values, long-term plans of the company.

· Competencies identified are based on current role holders; their role set members, successful past performers, their seniors, etc.

· Competencies are benchmarked and validated with international standards.
	

	Extent to which it is understood
	10
	
	· Awareness about competencies, and their meaning

· Understanding the objectives of the exercise

· Understanding way competency mapping is put to use

· Understanding the benefits of the system
	

	How well it is implemented
	20
	
	· The extent to which it is shared and made available to each individual and departments

· Used for induction, PMS, recruitment, placement, identifying potential high fliers
	

	Extent to which it Meets organization needs
	10
	
	· Objectives of competency mapping activity

· Design of the system or competency mapping activity

· Functioning of the system/competency mapping activity

· Benefits derived from system or competency mapping activity
	

	Total
	70
	
	
	


	4. Training and Development

	
	
	
	
	

	Dimensions
	Max. Points
	Points Allocated
	Rational
	Comments

	Clarity of Objectives
	10
	
	· Clarity                        

· Existence of documentation

· Efforts to clarify

· Comprehensiveness and coverage efforts
	

	Extent to which it is well structured
	20
	
	· Scientific identification of training needs

· Pre-Training preparation

· Training Process

· Post-training activities and support
	

	Extent to which it is understood
	10
	
	· Awareness about the system

· Understanding objectives of the system

· Understanding the functioning of the system

· Understanding benefits of the system
	

	How well it is implemented
	20
	
	· Scientific identification of training needs

· Pre-Training preparation

· Training Process

· Post-training activities and support 
	

	Extent to which it meets organization needs
	10
	
	· Objectives of the system 

· Design of the system

· Functioning of the system

· Benefits derived from the system
	

	Total
	70
	
	
	


OVERALL SCORE ON PILLAR 1-HRD SYSTEMS
	Overall score
	Maximum Points
	Points Allocated

	PMS
	70
	

	Induction 
	70
	

	Competencies
	70
	

	Training and Learning
	70
	

	Total 
	280
	

	TOTAL CONVERTED TO 1000 POINTS
	


	Pillar 2. Competencies


	
	
	
	

	1. Level of Competency of HRD staff & department

	
	
	
	

	
	
	
	

	Dimensions
	Maximum Points
	Points Allocated
	Rational

	Business Knowledge
	20
	
	

	Strategic Thinking
	20
	
	

	Functional Excellence
	20
	
	

	Vision of function & entrepreneurship
	20
	
	

	Leadership & change management
	20
	
	

	Technology savvy
	20
	
	

	Personnel management & administration skills
	20
	
	

	Execution skills
	20
	
	

	Learning attitude & self-management
	20
	
	

	Personal Credibility 
	20
	
	

	Total 
	200
	
	

	
	
	
	


	
	
	
	

	2. Line Managers Attitude to learn

	Dimensions
	Maximum Points
	Points Allocated
	Rational

	Performance management particularly performance planning & review discussion
	10
	
	

	Department meetings, in house communication
	10
	
	

	Reading books
	5
	
	

	Internet
	10
	
	

	Project reports including consultancy reports, diagnostic studies
	5
	
	

	Outside visitors & others
	5
	
	

	Each other through presentations, discussion, meetings etc.
	5
	
	

	Functional journals & other literature 
	5
	
	

	Newspapers & magazines of business
	5
	
	

	Training program: in house & seminars
	10
	
	

	Training program: outside programs
	10
	
	

	Seniors & mentors from inside the company or outside
	5
	
	

	Mistakes
	10
	
	

	Other Sources
	5
	
	

	Total
	100
	
	 


	3. Facilitating Top Management styles: Development

	Dimensions
	Maximum Points
	Points Allocated
	Rational

	Decision Making
	10
	
	

	Goal- Setting
	10
	
	

	Managing Mistakes
	10
	
	

	Managing conflicts
	10
	
	

	Rewards & Recognition
	10
	
	

	Conducting Meetings
	10
	
	

	Policy Formulation
	10
	
	

	Communication
	10
	
	

	Top management works as a team
	10
	
	

	Top management is a reflective & self-renewing team
	10
	
	

	Any other style Dimension Emerging as Important for This Organization
	10
	
	

	Total
	100
	
	 

	
	
	
	


	Top Management Leadership Styles-Qualitative Data 
Strengths:

· Strong focus by the head on ------

· Efforts on by --------

· Style adopted by top management is of -----------instead of --------------action

· Departmental heads are -------

· Good task orientation shown by ------

· Strong leadership ------in the department.

Weaknesses:

· Unity of command is -------

· Listening skills of top management are--------

· Time invested by ---------

· Absence of open-house meetings to -------

· Initiative and innovation is --------

· Second line leadership needs to be ------- 

· Technological vision --------

· Management ------ leading ------
· Poor system orientation and most meetings -----

Suggestions:

· Focused methodology to be adopted for ------

· System for regular meetings, employee suggestions, -------

· Methods of internal communication need -------

· Training of top management on--------

· Top management needs to look outwards--------

· Developmental needs of -----------need to be addressed



	4. Extent to which Non-Supervisory Staff or Workers have Positive Attitudes to Learn

	Dimensions
	Maximum Points
	Points Allocated
	Rational

	Training: In house
	6
	
	

	Training: Outside
	6
	
	

	Multi skills activities like job rotation
	6
	
	

	Cross functional teams & work groups
	6
	
	

	Health, safety & environment related activities including training
	6
	
	

	Quality circles, shop floor councils & such other small groups activities
	6
	
	

	Suggestion Schemes
	6
	
	

	Communication from HRD, top management etc.
	6
	
	

	Self-initiated activities of union and other bodies
	6
	
	

	Other activities unique to the organization
	6
	
	

	Total
	60
	
	

	
	
	
	


	
	
	
	

	5. Extent to which the HRD Department has Credibility & Positive Image

	Dimensions
	Maximum Points
	Points Allocated
	Rational

	HR staff are trusted
	5
	
	

	HR staff are seen as professionally competent
	5
	
	

	HR department seen as humane & helpful
	5
	
	

	HR policies are viewed with respect & positivity 
	5
	
	

	HR staff are seen as genuine & not indulging into politics
	5
	
	

	HR policies are seen as unbiased
	5
	
	

	HR communication are trusted for what they say
	5
	
	

	HR systems & practices are viewed with interest & taken seriously
	5
	
	

	Total
	40
	
	

	
	
	
	

	
	
	
	


OVERALL SCORE ON PILLAR 2-HRD COMPETENCIES
	Overall score
	Maximum Points
	Points Allocated

	1. Level of Competency of HRD staff & department
	200
	

	2. Line Managers Attitude to learn
	100
	

	3. Facilitating Top Management styles: Development
	100
	

	4. Extent to which Non-Supervisory Staff or Workers have Positive Attitudes to Learn
	60
	

	5. Extent to which the HRD Department has Credibility & Positive Image
	40
	

	Total
	500
	


	Pillar 3. HRD Culture and Values 


Introduction

For Human Resource Development to be effective there should be appropriate “HRD Climate”. Such a climate consists of:

· Openness: to new ideas, suggestions and expression of views and feelings

· Collaboration or collaborative attitudes for teamwork

· Trusting climate where what people say is relied upon

· Authenticity in which people say what they mean and try to do it

· Proaction or initiative

· Autonomy where each employee has some freedom to do undertake activities independently

· Confrontation of issues rather than covering up

· Effective use of various HRD instruments like appraisal, training, career planning, promotions, job rotations etc could build a service culture, better climate and wider competence base.

Culture-Strengths:
· Top management’s belief in ----
· High degree of informality--------
· Family feeling among -------
· Climate is -------
· Interdepartmental co-operation is -------
· General climate of helping nature --------
Weakness:

The following areas need a high degree of attention and offer scope for substantial improvements.

· Openness is -------
· Proactivity, initiative & Ownership -------
· Delegation appears to --------
· There is a lot more scope to --------
The Employee Satisfaction Survey conducted as part of the HRD Audit gives more insight in to the HRD Climate.

Recommendations:

· The findings of ---- need to be implemented --------.

· Climate/Culture Building is an ongoing task of the -----------
	1. OCTAPACE VALUES

	
	
	
	

	Dimensions
	Maximum Points
	Points Allocated
	Rational

	Openness
	20
	
	

	Collaboration and Team work
	20
	
	

	Trust and Trustworthiness
	20
	
	

	Authenticity
	20
	
	

	Proactivity and Initiative
	20
	
	

	Autonomy
	20
	
	

	Confrontation
	20
	
	

	Experimentation
	20
	
	

	Total
	160
	
	

	
	
	
	

	2. Organisational Culture

	Dimensions
	Maximum Points
	Points Allocated
	Rational

	Leadership Climate
	20
	
	

	Motivation
	20
	
	

	Communication
	20
	
	

	Decision Making
	20
	
	

	Goals
	20
	
	

	Control
	20
	
	

	Shared Values
	20
	
	

	Quality Orientation
	20
	
	

	Rewards and Recognition
	20
	
	

	Information
	20
	
	

	Empowerment
	20
	
	

	Learning Orientation
	20
	
	

	Openness to change
	20
	
	

	Corporate Social Responsibility
	20
	
	

	Health
	20
	
	

	Safety
	20
	
	

	Work Satisfaction and Motivation
	20
	
	

	Total
	340
	
	


OVERALL SCORE ON PILLAR 3-HRD CULTURE AND VALUES

	Overall score
	Maximum Points
	Points Allocated

	1. OCTAPACE Values
	160
	

	2. Culture 
	340
	

	Total
	500
	


	
	
	
	


	
	
	
	


	Pillar 4-HRD Impact and Alignment


	1. Impact on Talent

	

	Talent Management
	Maximum Points
	Audit Score

	1. Talent Attraction and Acquisition
	50
	 

	2. Talent Management: Induction and Integration
	50
	 

	3. Talent Management: Human Resource Utilization and Employee Engagement – (PMS, Placements, Incentives etc. Performance management, Mentoring & Coaching, Feedback)
	50
	 

	4. Talent Management: HR Development or Competency Building and Renewal
	50
	 

	5. Retention and Separations Management
	50
	 

	TOTAL POINTS 
	250
	

	 
	 
	 


	2. Impact on Intellectual capital Formation

	

	Intellectual Capital
	Max. Points
	Audit Score

	1. Intellectual Capital Formation & Structural Capital
Over the years, the Organisation/Unit has a highly established and loyal customer base. 
	20
	 

	2. Intellectual Capital: Impact on Structural Capital formation attributable to HR Interventions. 

We have highly established systems and processes that make our Organisation/Unit known for its reliability, consistency, and efficiency in servicing our customers (both depositors and lenders)
	20
	 

	3. Intellectual Capital Formation: Contributions to Human Capital Formation 

Over the years, our HR practices have enhanced the capabilities of all our employees and have resulted in the Organisation/Unit having competent, reliable, and ethical employees.
	20
	 

	4. Intellectual Capital Formation: Contributions to Social Capital
Our HRD practices and culture reflect a high degree of Corporate Social Responsibility and have resulted in development assistance to local communities and groups (villages, farmers, poor etc.).
	20
	 

	5. Intellectual Capital: Contributions to Emotional Capital 

Our HR systems and practices in recent times have resulted in enhanced employee commitment, motivation and emotional attachment to our Organisation/Unit and its customers.
	20
	 

	6. Intellectual Capital: HR Contributions to Relationship Capital 

Our HR policies and practices have resulted in our senior officers, managers and other employees establish and maintain a good relationship with various bodies like Indian Organisation/Units Association, CII, Organisation/Unit employees associations, government agencies, other Organisation/Units, ------and other institutions.
	20
	 

	7. Intellectual capital: Contributions to Knowledge Capital Formation 

Our HR policies and practices resulted in the development of new services, Organisation/Uniting products and other products which we can claim to have added to the knowledge Organisation/Unit and ------- services in India.
	20
	 

	TOTAL POINTS
	140
	


	3. Impact on Financial Performance

	Sr. No.
	Financial Measures
	Max.

Points
	Audit Score

	
	Cost reductions in the Organisation/Unit attributable to (departmental or individual) competencies developed thorough HR Interventions

	1
	Our HRD Practices and systems contributed to cost savings in a perceivable way in recent times.
	5
	

	2
	Our HRD Systems and Practices have resulted in enhancing the reliability or predictability of our services and reducing transaction costs.
	5
	

	3
	Our HRD Practices have contributed to reduced bureaucracy and enhanced speed of delivery of services
	5
	

	
	Degree of Financial Literacy among employees

	4
	Our HR systems and practices have made employees cost conscious and profit-centric. They have enhanced the financial literacy and sensitivity on the part of our employees. 
	5
	

	
	Impact on Profits and market value 

	5
	Year after year, we have been increasing our business (in deposits and advances) per employee attributable to HR Interventions
	5
	

	6
	We have increased our Market value to book value attributable to HR (Image and Brand Building due to Competent Managers and Leadership Development)
	5
	

	7
	Our company is known for its culture and it has resulted in enhancing the brand value of our company in the minds of the public or in the minds of prospective employees.
	5
	

	8
	HRD Systems and Practices have contributed to enhancing the shareholder value of this company as the company is known for its talent and it is ascribable to the various HR systems like PMS, Training, Succession Planning.
	5
	

	
	TOTAL POINTS
	40
	

	
	
	
	

	
	
	
	

	
	
	
	


OVERALL SCORE ON PILLAR 4-IMPACT AND ALIGNMENT
	Overall score
	Maximum Points
	Points Allocated

	1. Impact on Talent
	250
	

	2. Impact on Intellectual capital Formation (Converted from 140 to 200)
	200
	

	3. Impact on Financial Performance (Convered from 40 to 50)
	50
	

	Total
	500
	


	HRD SCORE CARD 

	 
	 
	 
	 
	 
	 

	HRD Score Card of: XXX 

	 
	HRD Systems 
	HRD Competencies
	HRD Climate
	HR Impact and Alignment
	Overall HRD Maturity Grading

	Grade
	
	
	
	
	

	Scores
	0
	0
	0
	0
	0

	Max. score
	1000
	500
	500
	500
	2500

	 
	
	
	
	
	

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	Grading Key
	 
	 
	 

	A* = Highest score and highest maturity level 
	 
	 
	 

	A = Very high maturity level 
	 
	 
	 

	B* = High maturity level
	 
	 
	 

	B = Moderately high maturity level 
	 
	 
	 

	C* = Moderate maturity level
	 
	 
	 

	C = Moderately low maturity level 
	 
	 
	 

	D* = Low maturity level
	 
	 
	 

	D = Very low maturity level 
	 
	 
	 

	F = Very poor to not at all mature
	 
	 
	 


[image: image1.png]















Audit Report Based On 





HRD SCORECARD 2500 ©


Submitted To





XXX 








Date: 


Location: 





Report prepared by:








9 | Page

