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Business 

1. Do you have a visual hierarchy & descriptions for the structure of legal entities & SBUs?  

 

2. In what locations/jurisdictions do you operate? 

 

3. Do you have a business plan? 

 

4. What is your fiscal year end? 

 

5. Do you have an operational plan and budget for YYYY? 

 

6. Do you have an organizational chart? 

 

7. What is the profile of your customers?  

 

8. What does your brand stand for?  How are you perceived in the marketplace?   

 

9. Who are your competitors? 

 

10. What are your differentiators? 

• What exactly is your value proposition?  

• Your competitive advantage?  

• The reason the market should choose you over anyone else? 
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11. What issues is your industry or market currently facing? 

 

12. What is your number one priority for the business in YYYY? 

 

13. What HR programs need to be strengthened to support achieving that priority? 

 

14. What efforts have you already made to improve these programs?  

 

15. What’s the biggest obstacle to improving these programs?  

 

16. What does HR look like a year from now? What’s the vision? 

 

17. Do you hold regular senior management meetings? 

 

18. Do you hold regular director/manager meetings? 

 
 

Culture 

19. Do you have a culture leader? 

Is there anyone in the business who is clear and passionate about your HR philosophies?  What you, 
as an employer, stand for?  

For example: 

• Market-based HR or egalitarian?  

• Pay for performance or seniority? 

• What behavioral competencies must all employees possess? 
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20. What is the profile of a successful employee in this business?  

 

21. How would you describe your culture? 

 

22. What reputation, if any, would you like to have as an employer? 

 

23. What common management feedback for improvement would employees provide? 

 

Employee Costs/Stats 

24. How many employees do you have? 

• In each SBU 

• Hourly vs Salary 

 

25. Is a complete list of employees available? In Excel?  

Name, title, hire date, manager, SBU, location, wage/salary 

 

26. Year over year employee numbers? 

 

27. Do you maintain a database for employees? 

Do you have a mechanism for running employee reports? 

 

28. What are the demographics of your workforce? 

• Male/female 

• Average age PR
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• Dependents 

 

29. Do you have any contractors?  How many? 

 

30. What is the annualized cost of your workforce? 

 

• What percentage of that annual cost is base wages? 

 

• What percentage of that annual cost is overtime? 

 

• Bonus 

 

• Benefits  

 

• Social activities or perks 

 

31. What is your annual turnover rate? 

 

32. What is your unscheduled absenteeism rate? 

 

Administration 

33. Do you have an employee handbook.  If so, when was the last time it was updated? 

 

34. Copy of benefits plan.  Is there a 2-tiered benefits plan in place? 
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35. Do all employees/contractors have formal contract agreements?  

Provide copy of template. 

 

36. Do all employees have to sign off on a handbook before they start? 

 

37. Who manages IT?  Is it outsourced? 

 

38. How will we share files?   

Will I have access to your server?  If so, will I VPN in when not on site? Or do we maintain a file 
sharing service? 

 

39. What version of MS Office are you using?  

 

40. What payroll system are you using? 

 

41. What number of FTEs manage payroll/benefits? 

 

42. Where are employee files kept?  Any electronic filing set up, or all paper files? 

 

Collective Agreements 

43. What unions are in place? 

 

44. What percentage of your workforce is unionized?  
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45. How many Collective Agreements? 

 

46. Copies of Collective Agreements 

 

HR  

47. What functions in HR are in place and being maintained? 

 

48. Who is responsible for and maintains HR? 

What other title does this person have?  What percentage of their time is spent on HR?  How 
qualified are they? 

 

49. Who do employees talk to if they have a confidential HR issue to discuss? 

 

50. Do you have a mechananism for collecting employee feedback/suggestions? 

 

51. Have you ever administered an employee survey? 

 

52. What communication vehicle do you use to communcate regularly with all staff? 

 

53. Do you hold all-staff meetings? 

 

54. Do you hold any social activities or events for employees?  Holiday party?  Picnic? 
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55. Do you have job descriptions for employees?  If so, what form is used?   

 

56. Who is your employment lawyer?  

How much was spent in legal fees last year? 

 

Safety 

57. What industry classification do you have with Insert legislated OHS body? 

 

58. What is your safety record? 

 

59. What are the biggest safety concerns? 

 

60. Have you experienced any challenges with bullying or workplace violence? 

 

Time Tracking 

61. How is employee time tracked? Is there a costing/timesheet system? 

 

62. How are absences tracked? 

 

63. Who maintains vacation balances? 
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Recruiting 

64. Do you have a compelling Careers section on your website? 

 

65. What is the recruiting process? 

• How is a new position approved?  Any justification process? 

 

• How are applications collected? 

 

• How do applications get to the business? 

 

• Is there a central place where all applications are filed?  And mined? Or do managers collect 
applications? 

 

• How are candidates interviewed?  In person?  Initial telephone call? 

 

• How many interviews take place before decision is made? 

 

• How many reference checks are conducted? 

 

• Who is the ultimate decision maker for a new hire?  Is there a ‘hire cop’ that makes sure 
that new hires are vetted for fit? 

 

• Who creates offer agreements?  Copy of the templates? 

 

• Who advises unsuccessful applicants who were interviewed? 

 

66. Do you ever use recruiting agencies or headhunters? 

 

 
 

 

 
 
 
 
 
 
 
 
 
 
 

 

Preview for this page is not available 
 

This template is included in the HR Consulting Kit, a 
comprehensive kit that features templates & best practices to set 

up & manage your HR consulting practice. 

Unlock all templates included in the  
ConnectsUs HR™ Consulting Kit.  

Link in footer. 

 
 
 

 
 

 
 
 

 

http://www.connectsus.com/
http://www.connectsus.com/licenses/overview
https://connectsus.com/become-hr-consultant/set-up-hr-consulting-practice


 
 

Preliminary Client Questions 
 

 

Copyright © ConnectsUs HRTM 13 / 15 Document #: CK-CT-6125-M-1.0 

This is a generic template for reference only. Consult current legislation in your area to ensure compliance. Document Owner: HR 
This file includes embedded ConnectsUs identifiers. Prohibited use without a valid license. Learn more. Last Updated: <insert date> 

67. How do you find prospective employees? 

• For salaried employees 

 

• For hourly employees 

 

68. Where do you post job ads?  Sample job posting? 

 

69. Do you keep any statistics or track open positions? 

Example:  Time to hire, cost to hire 

 

Orientation 

70. What’s the orientation process for new employees? 

 

Performance 

71. How are probationary periods managed? 

 

72. Why do you have a performance review system?  Is there ROI?  How do you know? 

 

73. How often do employees get a formal performance review? 

 

74. What’s the performance review process?  

• Who makes sure they’re done? 

 

• Does anyone have to provide a second signature on reviews for check and balance? PR
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• What happens to the completed form?  What’s it used for? 

 

75. How often do you implement performance improvement plans? 

 

Compensation 

76. Do you have a job evaluation system? 

 

77. Do you have a wage scale? 

 

78. Do you participate in any compensation surveys for your industry? 

 

79. If you know, what market percentile of base salary are you paying employees? 

For example, P75 means that your pay is better than 75% of other companies/market in your 
industry.  

• For hourly employees 

 

• For salaried employees 

 

80. How often are employee salaries reviewed? 

 

• What’s the mechanism for review? 

 

• How is an increase determined? 
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81. Are employees provided with annual bonuses?  Is there a plan? 

 

82. What types of employees are eligible? 

 

• What’s the typical percentage of salary? 

 

• How is bonus allocated?  Who decides who gets them?  What are the criteria? 

 

Training 

83. Do you have a training budget? 

 

84. What type of training do employees have access to? 

 

Terminations 

85. How many involuntary terminations occurred in YYYY? 

 

86. Do you have a documented exit process? 

 

87. Do you have termination letter and waiver templates? 
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