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Employee File Audit Tool 
	Audit date:
	
	Auditor:
	

	Organisation:
	
	No of files:
	


	File Details
	Standard
	

	1. Personal Details 
|_| |_| |_| |_| |_| Employee details form
	C4.1.1
	

	2. Recruitment and selection
|_| |_| |_| |_| |_| Job application
|_| |_| |_| |_| |_| Resume
|_| |_| |_| |_| |_| Letter of Offer
|_| |_| |_| |_| |_| Tax declaration
|_| |_| |_| |_| |_| Superannuation form
|_| |_| |_| |_| |_| Fair Work Information Statement
	C4.1.1
C4.1.5
C4.1.6
C4.1.7
	

	3. Contract and Position Description
|_| |_| |_| |_| |_| Current signed contract
|_| |_| |_| |_| |_| Current signed position description
	C4.1.1
C4.1.3
	

	4. Compliance screening and licenses 
|_| |_| |_| |_| |_| Working with Children Check 
|_| |_| |_| |_| |_| Criminal History check – Police check
|_| |_| |_| |_| |_| Mandatory reporting – If applicable to role
	C4.1.1
C4.1.2
C4.1.3
C4.1.10
	A3.2.5??

	5. Policies and procedures
|_| |_| |_| |_| |_| Induction training record
|_| |_| |_| |_| |_| Signed Code of Conduct
|_| |_| |_| |_| |_| Signed Confidentiality Form
|_| |_| |_| |_| |_| Child Safe Policy sign off
|_| |_| |_| |_| |_| Signed statement re policies and procedures
	C4.1.1
C4.1.2
C4.1.3
C4.1.4
C4.1.5
	

	6. Qualifications and professional development 
|_| |_| |_| |_| |_| Copy of qualification – if applicable 
|_| |_| |_| |_| |_| Signed supervision agreement 
|_| |_| |_| |_| |_| Supervision notes 
|_| |_| |_| |_| |_| Annual Performance Appraisal and development plan – if applicable 
|_| |_| |_| |_| |_| Training records 
	C4.1.1
C4.1.2
C4.1.3
C4.1.8
C4.1.9. C4.1.10
	A2.2.1
A2.2.2
A3.2.3


	7. Other
|_| |_| |_| |_| |_| 
|_| |_| |_| |_| |_|
	
	


Compliance notes
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