[Company Logo]   [Company Name]
EMPLOYEE RELATIONS AUDIT CHECKLIST
	Company / Site:
	[Company Name] / [Work Location]

	Audit Period:
	[Date] to [Date]

	Auditor:
	[Name]

	Audit Date:
	[Date]



A. Policies and Documentation
  Grievance management policy approved and current
  Code of conduct communicated to all employees
  Anti-harassment and POSH policy in place
  Whistleblower / vigil mechanism policy (where applicable)
  Standing orders or service rules available and displayed as applicable
  Policies available in languages employees understand
B. Grievance Mechanism
  Grievance Redressal Committee constituted where applicable
  Escalation matrix displayed with current contacts
  Complaint register maintained in serial order
  Acknowledgements issued within policy timelines
  Appeal route defined and used
C. POSH Compliance
  Internal Committee constituted where there are 10 or more employees
  IC composition, including external member, as required
  IC member names and contacts displayed
  Awareness sessions held for employees and IC training completed
  Annual report prepared by the IC
D. Records and Confidentiality
  Case files complete and stored securely
  Access limited to authorised persons
  Retention period defined and followed
  Personal data minimised (e.g., masked Aadhaar)
E. Training and Awareness
  Managers trained on handling grievances and complaints
  Investigators trained on fair process
  Employees aware of how to raise concerns (sample check)
F. Sample Case Review
	Case No.
	Timely
	Fair Hearing Given
	Neutral Report
	Retaliation Check
	Remarks

	[Reference Number]
	[Y/N]
	[Y/N]
	[Y/N]
	[Y/N]
	[Remarks]

	[Reference Number]
	[Y/N]
	[Y/N]
	[Y/N]
	[Y/N]
	[Remarks]

	[Reference Number]
	[Y/N]
	[Y/N]
	[Y/N]
	[Y/N]
	[Remarks]



G. Findings and Action Plan
	Gap
	Action
	Owner
	Target Date

	[Gap]
	[Action]
	[Owner]
	[DD/MM/YYYY]

	[Gap]
	[Action]
	[Owner]
	[DD/MM/YYYY]




	______________________________
Auditor
[Name]
Date: [Date]
	______________________________
HR Head
[Name]
Date: [Date]
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