How to spring
clean your
business and HR
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Do you have out-of-
date or inaccurate
people documents
which are still being
keptin a messy filing
cabinet?

It's time to give your HR a good spring clean.

In this checklist, we'll talk you through what you
need to do to make sure you're keeping your
employee's data safe, you're staying legally
compliant and you're using available data to
drive business growth.

1. Make sure everyone’s
documents are up to date

HR documents sit behind every decision you
make about people.

They shape what managers can say, what
decisions you can stand by and how confident
you feel handling issues.

When they're wrong or out of date, even small
issues become harder than they should be.

Start by checking that:

contracts show current hours, pay and
working arrangements

right-to-work checks and key records are in
place for everyone

policies reflect how things are actually
handled day to day

Contracts often fall behind because changes
feel minor at the time. A few hours here. Some
home working there. Over time, the contract
stops matching reality.

Policies can cause problems too. If a policy says
one thing and managers do another, that's
where issues start if someone challenges a
decision.

2. Make sure everything is
saved in the right place

Common situations include:

As a minimum, make sure:













