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	Department: HR
	Auditor: 
	Date:

	Process: HR Administration & Services
	Name of the Person Audited: 

	INPUTS: HR policies, service rules and employee handbook, Applicable UGC, AICTE, University and statutory regulations, Payroll, salary, incentive and employee benefit records, Employee grievances, resignation and separation records,NAAC / NBA
	OUTPUT: Qualified and competent faculty and staff
Approved recruitment and appointment records
Updated employee master data and service records


	OBJECTIVES: Effective and systematic HR administration and services, employee satisfaction, competency and institutional effectiveness


	Audit Purpose and Scope: 
	Audit Section
	EOMS Evaluation

	Management Policies
	C / NC / NA

	Recruitment & Selection
	C / NC / NA

	Training / Assessment of Faculty & Staff
	C / NC / NA

	Faculty Qualifications, Research & Career Advancement
	C / NC / NA

	Documentation
	C / NC / NA

	Incentives, Salary & Employee Separation
	C / NC / NA


Purpose: To evaluate the effectiveness, adequacy and conformity of HR Administration & Services with the approved institutional HR policies, applicable statutory and regulatory requirements, University regulations and the requirements of the Educational Organization Management 
Scope: HR policies, rules and employee communication, Recruitment, selection and appointment of faculty and staff, Employee induction, training and professional development, Performance appraisal, assessment and feedback, Faculty qualifications, experience, research contributions and career advancement, Salary, incentives, pay fixation and employee benefits, Employee grievances, feedback and satisfaction, Resignation, exit interviews, no-dues and relieving procedures, HR data management, confidentiality and record retention, Compliance with applicable UGC, AICTE, University, statutory and accreditation requirements. 
Kindly Provide the Rating for the following Items
	Rating (Range)
	5 (90 %-100 %)
	4 (75 %- 89 %)
	3 (60 %-74 %)
	2 (50 %-59 %)
	1 (Less than 50%)

	Quality Metrics
	Excellent
	Very Good
	Good
	Average
	Poor


EOMS Evaluation: C = Conformance; NC = Non-conformance; NA = Not Applicable. Record objective evidence for every sampled checkpoint. The IQAC rating and EOMS evaluation are separate fields.





		Management Policies

	S.No
	Items
	Rating
	Observation / Evidence Reference
	EOMS Status

	1
	Are the working timings clearly defined for employees?
	 
	 
	☐ C  ☐ NC  ☐ NA

	2
	Are the HR Rules and Regulations for employees disseminated properly?
	 
	 
	☐ C  ☐ NC  ☐ NA

	3
	Is the HR policy / employee handbook approved by the competent authority and periodically reviewed?  
	 
	 
	☐ C  ☐ NC  ☐ NA

	4
	Are service rules, leave rules, attendance procedures and employee benefits communicated to all employees? 
	 
	 
	☐ C  ☐ NC  ☐ NA

	5
	Is there a documented mechanism for receiving and resolving employee grievances?  
	 
	 
	☐ C  ☐ NC  ☐ NA

	6
	Are the duties, responsibilities, reporting relationships and workload norms communicated to employees?  
	 
	 
	☐ C  ☐ NC  ☐ NA


	










		Recruitment & Selection
	S.No
	Items
	Rating
	Observation / Evidence Reference
	EOMS Status

	1
	Does each position within the institute have a job description?
	 
	 
	☐ C  ☐ NC  ☐ NA

	2
	Are the job descriptions updated periodically?
	 
	 
	☐ C  ☐ NC  ☐ NA

	3
	Are faculty requirements collected from each department?
	 
	 
	☐ C  ☐ NC  ☐ NA

	4
	Whether advertisements are published for recruitment.
	 
	 
	☐ C  ☐ NC  ☐ NA

	5
	Does HR department perform initial screening of the applicants?
	 
	 
	☐ C  ☐ NC  ☐ NA

	6
	Whether details of the interview schedule are informed to the applicants well in advance.
	 
	 
	☐ C  ☐ NC  ☐ NA

	7
	Are sanctioned positions, department-wise faculty requirements and filled / vacant positions reviewed and approved by the competent authority?  
	 
	 
	☐ C  ☐ NC  ☐ NA

	8
	Are the qualifications, experience and eligibility of applicants verified against the applicable UGC / AICTE / statutory norms and University regulations?  
	 
	 
	☐ C  ☐ NC  ☐ NA

	9
	Are recruitment advertisements, applications, shortlisting criteria and screening records maintained?  
	 
	 
	☐ C  ☐ NC  ☐ NA

	10
	Are Selection Committees constituted with the required members / subject experts as per applicable regulations and University Statutes? 
	 
	 
	☐ C  ☐ NC  ☐ NA

	11
	Are interview panel members selected based on the specialization.

	 
	 
	☐ C  ☐ NC  ☐ NA






	S.No
	Items
	Rating
	Observation / Evidence Reference
	EOMS Status

	12
	Whether interview panel members comments/reports are filed properly.
	 
	 
	☐ C  ☐ NC  ☐ NA

	13
	Are interview proceedings, evaluation sheets, recommendations and approval records documented and retained?  
	 
	 
	☐ C  ☐ NC  ☐ NA

	14
	Are the selection process and records available for verification during NAAC / NBA assessment?  
	 
	 
	☐ C  ☐ NC  ☐ NA

	15
	Is appointment letter/Offer letter given as per the policy?
	 
	 
	☐ C  ☐ NC  ☐ NA

	16
	Is sufficient time offered for reporting to the selected applicants?
	 
	 
	☐ C  ☐ NC  ☐ NA

	17
	Are qualifications, experience certificates, Ph.D. certificates and other supporting credentials verified before appointment? 
	 
	 
	☐ C  ☐ NC  ☐ NA

	18
	Are appointment orders, joining reports and probation-related records issued / maintained appropriately?  
	 
	 
	☐ C  ☐ NC  ☐ NA

	19
	Are employees informed about their benefits?
	 
	 
	☐ C  ☐ NC  ☐ NA

	20
	Are faculty / staff details maintained with designation, highest qualification, specialization, experience and nature of association (regular / contractual / other applicable category)? 
	 
	 
	☐ C  ☐ NC  ☐ NA

	21
	Are applicable full-time / contractual engagement conditions and required service records verified before counting faculty for regulatory or accreditation data?  
	 
	 
	☐ C  ☐ NC  ☐ NA

	22
	Exit interviews for faculty members / staff getting relieved is done
	 
	 
	☐ C  ☐ NC  ☐ NA





	Training / Assessment of Faculty / Staff Members
	S.No
	Items
	Rating
	Observation / Evidence Reference
	EOMS Status

	1
	Is quality and quantity of work evaluated based on performance appraisal?
	 
	 
	☐ C  ☐ NC  ☐ NA

	2
	Do new employees receive the training on pedagogy?
	 
	 
	☐ C  ☐ NC  ☐ NA

	3
	Are employees provided with opportunities to further enhancing their skills?
	 
	 
	☐ C  ☐ NC  ☐ NA

	4
	Is an annual performance appraisal / assessment completed for faculty and staff, and are the reports reviewed by the competent authority?  
	 
	 
	☐ C  ☐ NC  ☐ NA

	5
	Are faculty development programmes, orientation programmes, refresher courses and other professional development activities recorded year-wise?  
	 
	 
	☐ C  ☐ NC  ☐ NA

	6
	Are faculty members sponsored / supported for industrial training, fellowships, research projects and other professional development activities?  
	 
	 
	☐ C  ☐ NC  ☐ NA

	7
	Are induction, pedagogical training and teaching-learning / assessment training provided to newly appointed faculty, wherever applicable?  
	 
	 
	☐ C  ☐ NC  ☐ NA

	8
	Are applicable AICTE / UGC / University-mandated training requirements, including SWAYAM / MOOC modules where applicable, monitored and documented?  
	 
	 
	☐ C  ☐ NC  ☐ NA







	S.No
	Items
	Rating
	Observation / Evidence Reference
	EOMS Status

	9
	Are faculty members' Ph.D. qualifications and total teaching experience (including previous experience) consolidated and verified for institutional reporting?  
	 
	 
	☐ C  ☐ NC  ☐ NA

	10
	Are faculty research publications, funded projects, consultancy, patents, Ph.D. guidance and other academic contributions documented and periodically reviewed?  
	 
	 
	☐ C  ☐ NC  ☐ NA

	11
	Are promotion / Career Advancement Scheme (CAS) applications assessed against the applicable eligibility, service, training, performance and research requirements?  
	 
	 
	☐ C  ☐ NC  ☐ NA

	12
	Are promotion recommendations supported by the prescribed screening / selection committee proceedings and competent-authority approval? 
	 
	 
	☐ C  ☐ NC  ☐ NA

	13
	Where applicable, are student / stakeholder feedback and other prescribed feedback inputs considered in faculty performance review?  
	 
	 
	☐ C  ☐ NC  ☐ NA








		Documentation
	S.No
	Items
	Rating
	Observation / Evidence Reference
	EOMS Status

	1
	Do all the employees maintain personal file?
	 
	 
	☐ C  ☐ NC  ☐ NA

	2
	Are employees service registers maintained?
	 
	 
	☐ C  ☐ NC  ☐ NA

	3
	Are personal files complete with application, CV, qualification certificates, experience certificates, verification records, appointment order and joining report?  
	 
	 
	☐ C  ☐ NC  ☐ NA

	4
	Are service registers / service books updated with designation, pay fixation, increments, promotions, leave, training and other service particulars?  
	 
	 
	☐ C  ☐ NC  ☐ NA

	5
	Are department-wise faculty lists and year-wise data on sanctioned strength, filled strength, cadre, qualification and experience maintained?  
	 
	 
	☐ C  ☐ NC  ☐ NA

	6
	Are faculty data required for NAAC / NBA (including full-time faculty, Ph.D. qualification, experience and faculty development) supported by documentary evidence?  
	
	
	☐ C  ☐ NC  ☐ NA

	7
	Are records of selection committees, interview reports, appointment approvals, probation confirmation and promotion committees properly filed?  
	
	
	☐ C  ☐ NC  ☐ NA

	8
	Are FDP / orientation / refresher certificates, industrial training and fellowship proofs maintained? 
	
	
	☐ C  ☐ NC  ☐ NA

	9
	Are records and evidence indexed, retrievable and retained according to the University's document-control and record-retention procedures? 
	
	
	☐ C  ☐ NC  ☐ NA




		Incentives, Salary & Employee Separation
	S.No
	Items
	Rating
	Observation / Evidence Reference
	EOMS Status

	1
	Whether Incentive Policies are in force?
	 
	 
	☐ C  ☐ NC  ☐ NA

	2
	Whether Incentives are provided to employees as per the incentive policy.
	 
	 
	☐ C  ☐ NC  ☐ NA

	3
	Whether joining reports are filed appropriately
	 
	 
	☐ C  ☐ NC  ☐ NA

	4
	Whether employees resignation letters are clearly documented.
	 
	 
	☐ C  ☐ NC  ☐ NA

	5
	Provide information, whether relieving orders are filed appropriately?
	 
	 
	☐ C  ☐ NC  ☐ NA

	6
	Whether salary slips are provided to employees?
	
	
	☐ C  ☐ NC  ☐ NA

	7
	Whether salary acquaintance registers duly signed are maintained.
	
	
	☐ C  ☐ NC  ☐ NA

	8
	Are employees feedback collected?
	
	
	☐ C  ☐ NC  ☐ NA

	9
	Are pay fixation, pay revisions, increments and allowances supported by approved orders and applicable University / statutory rules? 
	
	
	☐ C  ☐ NC  ☐ NA

	10
	Are salary statements / payroll records reconciled with employee records and approvals, with appropriate confidentiality and access controls?  
	
	
	☐ C  ☐ NC  ☐ NA

	11
	Are incentive / reward payments supported by eligibility records, approvals and evidence of disbursement? 
	
	
	☐ C  ☐ NC  ☐ NA

	12
	Are seniority lists, cadre details and promotion / redesignation orders maintained and published where required by applicable rules? 
	
	
	☐ C  ☐ NC  ☐ NA

	13
	Are resignation acceptance, notice-period compliance, no-dues, exit interview and relieving / experience certificates documented? 
	
	
	☐ C  ☐ NC  ☐ NA

	14
	Are employee feedback results analysed and appropriate corrective / improvement actions recorded?  
	
	
	☐ C  ☐ NC  ☐ NA




	Department: HR
	Auditor: 
	Date:

	Process: HR Administration & Services
	Name of the Person Audited: 

	INPUTS: HR policies, service rules and employee handbook, Applicable UGC, AICTE, University and statutory regulations, Payroll, salary, incentive and employee benefit records, Employee grievances, resignation and separation records,NAAC / NBA
	OUTPUT: Qualified and competent faculty and staff, Approved recruitment and appointment records, Updated employee master data and service records


	OBJECTIVES: Effective and systematic HR administration and services, employee satisfaction, competency and institutional effectiveness

	List of Documents and Records to be Maintained:

· Approved HR policy, service rules and employee handbook
·  Sanctioned strength and department-wise faculty requirement statements
· Recruitment advertisements, applications, screening and selection committee records
· Qualification, experience and Ph.D. certificates
·  Appointment orders, joining reports, probation and confirmation records
·  Faculty master data: designation, qualification, specialization, experience and employment category
·  Annual appraisal / performance assessment records and feedback analysis
	

· FDP, orientation, refresher, industrial training, fellowship and SWAYAM / MOOC certificates (where applicable)
· Promotion / CAS applications, eligibility scrutiny, committee proceedings and orders
· Personal files, service registers, pay fixation, salary and incentive records
· Resignation, no-dues, exit interview, relieving and experience certificates
· NAAC / NBA faculty data sheets and supporting evidence
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	Department: HR
	Auditor: 
	Date:

	Process: HR Administration & Services
	Name of the Person Audited: 

	
	
	

	Notes/ Objective Evidence: (e.g. Inspected Documents/ Audit Observations/Result of Interview)
	

	



	




















	Department: HR
	Auditor: 
	Date:

	Process: HR Administration & Services
	Name of the Person Audited: 

	INPUTS: HR policies, service rules and employee handbook, Applicable UGC, AICTE, University and statutory regulations, Payroll, salary, incentive and employee benefit records, Employee grievances, resignation and separation records,NAAC / NBA
	OUTPUT: Qualified and competent faculty and staff, Approved recruitment and appointment records, Updated employee master data and service records


	OBJECTIVES: Effective and systematic HR administration and services, employee satisfaction, competency and institutional effectiveness

	Notes/ Objective Evidence: (e.g. Inspected Documents/ Audit Observations/Result of Interview)
	Evaluation

	
AUDIT SUMMARY & EVIDENCE VERIFICATION:
· Total items audited: 
· Items rated 5 / 4 / 3 / 2 / 1: 
· Major observations / non-conformities:
· Corrective action required / responsible person / target date:
· Overall audit findings and recommendations:
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Nﬁ MADANAPALLE INSTITUTE OF TECHNOLOGY & SCIENCE

(Deemed to be University under section 3 of UGC Act, 1956)





