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Introduction - 
Overview of the HR Role 

Welcome to the Imagility HR Playbook! In this comprehensive 

guide, let’s discuss what makes HR the “heartbeat” of any 

organization. The HR team plays a vital role in hiring, 

onboarding, training, keeping employees happy, managing 

performance, ensuring compliance, and handling farewells. 

These functions ensure that the organization not only attracts 

and retains talent but also fosters a productive and positive work 

environment.

Importance of Effective HR 

Management

Why does effective HR management matter? Well, happy and 

engaged employees mean a more productive and positive 

workplace. Good HR practices reduce turnover, boost 

productivity, and keep everyone motivated. Plus, staying 

compliant with labor laws avoids legal headaches and builds 

a strong company reputation

1
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Purpose
of the Playbook
So, what's this playbook all about? Think of it as your go-to 

guide for all things HR. Whether you're a seasoned pro or just 

starting out, this playbook will help you streamline your HR 

processes and make your job easier. We've got tips and tools for 

everything from onboarding to offboarding.

HR PlaybookPurpose

By the end of this , you'll 
know how to:

 playbook

Smoothly bring new hires onboard and say goodbye 

when it's time.

Help employees grow and perform at their best.

Stay on the right side of labor laws and regulations.

Use tech to automate and simplify your work.

Keep employees engaged and satisfied.

2



Maintaining accurate and up-to-date employee 
records is a fundamental aspect of HR 
administration. Proper record-keeping ensures 
compliance with legal requirements and facilitates 
efficient HR operations. In order to maintain records 
in tip-top shape, you can

Utilize an HR management system (HRMS) to store 

all employee records in a centralized database. This 

ensures easy access and retrieval of information.

Ensure that employee information is regularly 

updated to reflect changes such as promotions, 

address changes, or changes in dependents.

Implement stringent security measures to protect 

sensitive employee information and ensure 

compliance with data protection regulations.

Digitize important documents like contracts, 

performance reviews, and disciplinary actions 

to reduce paper usage and enhance 

accessibility.

Maintaining Employee Records

Did you know that well-maintained records can 

reduce administrative errors by up to 

?30%
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 HR Administration

Effective HR administration is crucial for the smooth 

functioning of any organization. It involves managing employee 

records, time and attendance, payroll and benefits 

administration, automating routine tasks, and leveraging 

reporting and analytics to make informed decisions.

employee 
Data 

records
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?

Handling Payroll and Benefits 
Administration

Getting payroll right is key – nobody wants to mess with 

payday! Automate your payroll process to avoid errors 

and ensure everyone gets paid on time. As for benefits, 

keep them competitive and clear. Your employees will 

love you for it, and happy employees are 13% more 

productive.


Use reliable payroll software to automate calculations, 

tax withholdings, and direct deposits, reducing the risk 

of errors.

Offer a comprehensive benefits package that includes 

health insurance, retirement plans, and other perks. 

Ensure that employees understand their benefits and 

how to enroll.

Stay updated with changes in tax laws, labor 

regulations, and benefits requirements to ensure 

compliance.

Stay updated with changes in tax laws, labor 

regulations, and benefits requirements to ensure 

compliance.

Regularly communicate with employees about payroll 

changes, benefits enrollment periods, and any 

updates to policies.

Did you know that payroll errors can cost companies up 

to of their total payroll

1.2%


Managing Time and Attendance

Keeping tabs on who’s in and who’s out can be a hassle, 

but it's crucial for payroll, compliance, and productivity. 

To effectively manage time and attendance, you can do 

the following. 


Implement automated time tracking systems that 

allow employees to clock in and out electronically, 

reducing the risk of errors.

Utilize software to manage leave requests, 

approvals, and balances, ensuring that all 

leave is tracked and recorded accurately.

Ensure that your time and attendance policies 

comply with local labor laws and regulations, 

including overtime and break requirements.

Generate reports on attendance patterns, 

absenteeism, and overtime to identify trends and 

take corrective actions.

You will likely see a 20% boost in productivity if you 

follow the above. Stop chasing down time sheets and go 

digital!


20%
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Automating Routine HR Tasks

Nobody loves doing the same thing over and over. 

That's where automation comes in. Automating routine 

HR tasks like sending out reminders, updating records, 

and scheduling meetings can save you loads of time – up 

to 40% of your daily tasks, in fact! Use tools that handle 

the repetitive stuff so you can focus on the fun and 

strategic parts of your job.


40%

Use applicant tracking systems (ATS) to streamline 

the recruitment process and automate onboarding 

tasks such as document submission and training 

scheduling.

Implement performance management software to 

automate goal setting, performance reviews, and 

feedback collection.

Use workflow automation tools to streamline approval 

processes, leave requests, and policy 

acknowledgments.

Provide employees with self-service portals where 

they can update their information, request leave, and 

access important documents.


Reporting and Analytics

Data is your best friend when it comes to making smart 

HR decisions. Use reporting and analytics to get insights 

into your workforce. Want to know the turnover rate? The 

average time to hire? The most popular benefits? It's all in 

the numbers. Companies that use HR analytics are 6.3 

times more likely to achieve better outcomes. Dive into 

the data to make informed decisions that boost your 

company’s success.

6.3 times

Use HRMS to collect data on various aspects of HR, 

such as employee demographics, turnover rates, 

and training effectiveness.

Create customizable dashboards that provide real-

time insights into key HR metrics.

Analyze trends in recruitment, retention, 

performance, and employee engagement to identify 

areas for improvement.

Use data analytics to support strategic HR planning, 

such as workforce planning, succession planning, and 

identifying skill gaps.


5
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PRO

TIP

While these tasks can be daunting, the right technology can 
make a world of difference. Imagine a platform that 

automates and optimizes all these processes, giving you 
more time to focus on what really matters – your people. 

That’s where tools like Imagility come into play, turning your 
HR department into a well-oiled machine!

6



Checklist 

C
he

ck
lis

t 

C
he

ck
lis

t 

Onboarding Checklist 

 Prepare a welcome kit including company-branded items 

(e.g., notebook, pen, mug,  t-shirt).

Include essential documents (e.g., employee handbook, 

policy documents, contact list).

Provide necessary IT equipment (e.g., laptop, phone) and 

software licenses.

Schedule orientation session with HR.

Introduce new hires to key team members and department 

heads.

Conduct a tour of the office or virtual office environment.

Provide an overview of company mission, vision, and 

values.

Share stories and examples that illustrate the company 

culture.

Discuss expectations regarding employee behavior 

and performance.

Explain the company’s organizational chart and 

reporting lines.

Introduce key departments and their functions.

Clarify the new hire’s position within the organization.

Review the employee handbook and key company 

policies.

7



Onboarding Checklist 

Ensure understanding of HR policies (e.g., leave, dress 

code, working hours).

Discuss security protocols and data protection policies.

Ensure the workstation is fully set up before the new hire’s 

arrival.

Test all equipment (e.g., computer, phone, internet 

connection).

Provide access to necessary software and tools.

Assign a mentor or buddy to support the new hire’s 

integration.

Schedule regular check-ins with the mentor or buddy.

Encourage the mentor or buddy to introduce the new hire 

to colleagues.

Schedule induction sessions with different departments.

Arrange training sessions for role-specific skills and tools.

Set clear goals and expectations for the first 30, 60, 

and 90 days.

Follow up after the first week to address any 

questions or concerns.

Conduct a formal review at the end of the first month.

Gather feedback from the new hire about the 

onboarding process to make improvements.

8
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Employee Engagement and 
Retention

To maintain a motivated and committed workforce, it is crucial to 

foster employee engagement and retention. 


Build a Positive Work Environment

Did you know that happy employees are more 

productive

20%
Encourage open communication at all levels, celebrate 

diversity, and foster a culture of respect and inclusion where 

every employee feels valued to build a positive work 

environment. Organize team-building activities and social 

events to strengthen relationships and ensure a clean, safe, 

and comfortable work environment.


Regular Feedback and Appraisals

Regular feedback isn’t just an annual event; it’s an ongoing 

conversation. Employees who receive regular feedback are 

3.6 times more likely to be engaged at work. Make feedback 

sessions interactive and constructive. Remember, it’s not just 

about pointing out what needs improvement but also 

recognizing what’s going well. Set clear, achievable goals 

and regularly review progress. Encourage employees to 

provide feedback on management and company policies, as 

well.



Deloitte’s approach features frequent 
feedback, future-focused conversations, and a 
simplified process. They emphasize continuous 
feedback and development, focus on future 

potential, and use short surveys to capture 
employee and manager sentiments. This 
benefits employees with timely feedback and 
career guidance while helping Deloitte build 
an engaged, agile workforce aligned with 
organizational goals.


example
For 

Career Development 
Opportunities
Offering career development opportunities shows that you’re 

investing in your employees’ futures. Provide clear growth 

opportunities within the organization, training and development 

programs to enhance skills, and mentorship opportunities. It is 

also a great idea to prioritize internal candidates for new roles 

and promotions. 


Employees with development opportunities are 34% 

more likely to stay longer at their jobs.


?

34%
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Employee Recognition Programs

A little recognition goes a long way. Implementing employee 

recognition programs can boost morale and productivity. 

Celebrate achievements, big or small, with awards bonuses, 

and other incentives for outstanding performance, shout-outs, 

or even surprise treats. Make it a practice to celebrate 

successes publicly through meetings, newsletters, or 

company-wide emails. Recognized employees are 63% more 

likely to stay at their current jobs. Make recognition a regular 

part of your company culture and create programs to 

recognize and reward employee achievements.


Consider taking inspiration from Walt Disney World’s 

diverse and impactful recognition initiatives. 


Walt Disney World takes employee recognition 
seriously, honoring achievements with various 
programs. The Disney Legacy Awards, the 
highest honor, are peer-nominated and 
recipients receive a miniature statue. Disney 
Legends, established in 1987, recognizes 
pioneer members with their handprints 
showcased in the Legends Plaza. The 
#CastCompliment program allows cast 
members to be formally recognized through 
social media shout-outs. These programs 
ensure Disney maintains a strong culture of 
recogniti

example
For 

Work-Life Balance Initiatives

Work-life balance is key to happiness. Promote work-life 

balance through flexible working hours, remote work options, 

and wellness programs. Make sure employees have ample 

paid time off for vacation, personal days, and health needs. 

Encourage employees to take breaks, use their vacation days, 

and maintain a healthy work-life integration. 


Companies that prioritize work-life balance see a 25% 

reduction in employee turnover. 


PRO

TIP

Engaging and retaining employees isn’t 

rocket science. It’s about creating a 

supportive environment where everyone 

feels valued and has room to grow. Though 

these strategies can be implemented 

manually, using a comprehensive platform 

like Imagility can streamline these efforts, 

making engagement and retention easier 

and more effective!


10
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Performance Management

Effective performance management is essential to ensure that 

employees meet their potential and contribute to the success of 

the organization. 


Set Clear Expectations and Goals

Clear goals keep everyone on the right path. Employees 

who understand their goals are 3.5 times more likely to be 

engaged. Make sure everyone knows what success looks 

like and how to get there.



Regular Performance Reviews

Performance reviews shouldn’t be a yearly dread-fest. Make 

them regular, meaningful, and two-way. Frequent check-ins 

can boost performance by 14.9%. Use these sessions to 

celebrate wins, address challenges, and set new goals. Keep 

it conversational and focused on growth. Let the feedback be 

specific, timely, and balanced. 


Highlight what’s working well before diving into areas for 

improvement. Employees who receive constructive feedback 

feel 40% more motivated to perform better.

Identifying Training Needs

Spotting training needs is like finding missing puzzle pieces. It 

completes the picture of a competent, confident team. Use 

assessments and feedback to identify skill gaps and provide 

targeted training. Well-trained employees are more productive 

and deliver higher quality work.



Performance Improvement 
Plans (PIPs)

Think of PIPs as a helpful plan to get employees back on 

track, not as a punishment. Clearly list the areas that need 

improvement, set achievable goals, and offer support and 

resources. A well-done PIP can help 74% of underperforming 

employees improve.


suggestions

If you are looking for suggestions, you can follow 

Microsoft's lead with "stretch objectives" that push 

boundaries and encourage growth. Alternatively, 

explore Netflix's approach, where employees set their 

own goals within a framework of company values and 

open communication. Remember, the key is 

measurable goals aligned with strategy, coupled with 

regular feedback and development opportunities. 

This fosters both employee engagement and top-

notch performance.
 PRO

TIP

Effective performance management can turn good 

employees into great ones. While these strategies can be 

managed traditionally, tools like Imagility can simplify and 

enhance your performance management process, ensuring 

your team is always on the path to success!


11
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Training and Development

The best way to unlock the full potential of your team is with 

dynamic training and development strategies.


Skills Assessment

Skills Assessment

Did you know companies that invest in skills 

assessments see a higher profit margin

24%
Start off with identifying the skills your team needs and 

where the gaps are. Think of it like a skills treasure hunt. 

Use surveys, assessments, and performance data to map 

out the strengths and areas for improvement. This will help 

uncover hidden talents.

Design Training Programs

Once you know what’s needed, it’s time to design the perfect 

training program. Mix up methods like workshops, e-learning, 

on-the-job training, to keep it engaging. Tailor programs to 

address specific skills gaps and career goals. This 

personalized touch can make all the difference in motivation 

and engagement.



Monitor and Evaluate Training 
Effectiveness

Unless you measure, you will not know if your training 

is hitting the mark

30%
Many large organizations use quizzes, surveys, and 

performance data to evaluate the impact of their training 

programs. Such companies that regularly evaluate training 

effectiveness have seen a 30% improvement in performance 

metrics. 

Promoting a Continuous Learning 
Culture

Encourage a culture where learning never stops. Offer 

incentives for completing training, celebrate learning 

milestones, and provide access to resources like online 

courses and industry webinars. A continuous learning culture 

boosts employee engagement.

PRO

TIP

While you can manage these tasks manually, integrating tools like 
Imagility into your HR processes can streamline training and 
development, making it easier to assess, plan, deliver, and track learning 
activities effectively. Happy training!


?
?
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Compensation and Benefits

Compensation and Benefits (C&B) are vital elements of human 

resource management. An enticing C&B plan not only attracts 

top talent but also boosts employee motivation, retention, and 

overall workplace satisfaction.


Salary Structure and Pay Scales

Let’s talk money! A clear salary structure ensures fairness 

and transparency. Define pay scales based on roles, 

experience, and market standards. Regularly review and 

adjust to stay competitive.



Bonus and Incentive Programs

Did you know of employees work harder when they feel 

appreciated through bonuses

81%
Everyone loves a good bonus! Create exciting incentive and 

bonus programs that reward high performance and align with 

company goals. These can include annual bonuses, 

performance-based incentives, and profit-sharing plans. 

Some organizations think beyond cash bonuses and offer 

unique incentives like extra vacation days, gift cards, or 

experience-based rewards. You can tailor incentives to what 

your team values most.


Health and Wellness Benefits

Healthy employees are happy employees. Offer 

comprehensive health benefits, including medical, dental, 

and vision insurance. Don’t forget wellness programs like 

gym memberships, mental health support, and nutrition 

counseling. You will likely see a decrease in the number of 

sick leaves availed if you invest in the right health and 

wellness programs. Here’s what Salesforce does. 

“Salesforce excels in employee wellbeing 

through innovative initiatives like Camp Pono, a 

virtual hub offering resources such as cooking 

demos and yoga sessions. They engage 

employees with wellbeing challenges and 

inspirational speakers, encourage volunteering to 

boost mood and engagement, and align goals 

with their V2MOM process, prioritizing wellbeing. 

Flexibility is ensured with a $100 monthly wellness 

reimbursement, and mindfulness is promoted 

through quiet spaces and guided meditation 

sessions in every office. Salesforce’s 

comprehensive and flexible wellness programs 

create a supportive and productive work 

environment.”


?
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Compliance and Legal Issues

​​Understanding Employment Laws and 
Regulations 

It is crucial to keep up with employment laws and health and 

safety regulations. It needs a lot of focus as even one 

misstep can lead to costly fines or lawsuits.


You can regularly update your team on the latest legal 

changes with fun, interactive training sessions like quizzes. 


Ensuring Non-Discrimination and 
Equal Opportunity

Discrimination is a big no-no. Discrimination and equal 

opportunity aren’t just legal requirements, but they are key to 

building a diverse and inclusive workplace. Make sure you 

create a workplace where everyone feels valued and 

respected, regardless of background. 


Take Amazon, for instance. They invest heavily in safety 

training and ergonomic assessments to ensure their 

warehouses meet OSHA standards. This not only protects 

employees but also boosts productivity.

Here's how to create an inclusive workplace.


Develop inclusive recruitment practices to attract 

diverse talent.

Educate employees on what constitutes 

harassment and how to report it.

Ensure equal pay for equal work, regardless of 

gender, race, or ethnicity.

PRO

TIP

Use blind recruitment techniques to reduce bias in hiring. 
Additionally, consider launching a regular newsletter that 
highlights diversity and inclusion initiatives, shares 
success stories, and offers educational resources. This 
keeps the conversation going and promotes a culture of 
inclusivity.


employment laws

Compliance and Legal Issues

14
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Handling Employee Complaints 
and Grievances

An open door for complaints can prevent small issues from 

becoming big problems. Open-door policies aren't just a nice 

idea—they're essential. Encourage employees to voice 

concerns and handle complaints promptly and fairly. This not 

only builds trust but also helps maintain a positive workplace 

environment. 


At Zappos, they have a dedicated hotline for employees 

to voice concerns anonymously. They claim that this 

proactive approach helps resolve issues quickly and 

maintains a positive work environment.


PRO

TIP

Introduce a “Grievance Buddy” system. Pair new hires 
with seasoned employees who can guide them through 
the process if they have concerns. This creates a built-in 
support system, making it easier for new employees to 
navigate their issues and feel supported right from the 
start.


Data Privacy and Confidentiality

With data breaches on the increase, protecting employee 

information is critical. It is more like guarding your 

treasure chest.

90%
Protecting employee data is a must. Implement strict data 

privacy policies and use secure systems to handle sensitive 

information. Remember, a breach of confidentiality can lead 

to hefty fines and loss of trust. Did you know? 90% of data 

breaches are caused by human error—so training is key!



For instance, Facebook faced significant backlash and fines 

due to data privacy issues. Learn from their mistakes by 

implementing strong data protection measures.


Remember, of small businesses go out of business within 

six months of a cyber attack. Data is more like your 

company’s life, which is why you will need to take all 

measures to guard it.

60%
Pro tip: Conduct regular “Data Privacy Days” where you review 
and update your data protection policies. Add some fun with 
“Phish Fridays” to quiz employees on recognizing phishing 
emails.


15



Offboarding

Exit Interviews

Conduct structured exit interviews to gain insights on 

employee experiences and identify areas for improvement. 

Use standardized questionnaires and ensure anonymity for 

honest feedback.


Here are some examples of exit interview questions:


Final Pay and Benefits Settlement

Ensure accurate calculation and timely disbursement of 
final pay and benefits. Use a standardized process to 
handle accrued leave, bonuses, and other settlements.



Knowledge Transfer

Ensure a smooth transition by documenting key processes 

and knowledge. Use checklists and templates to facilitate 

this transfer. Make sure to document daily tasks and provide 

training to the successor. 


Exit Interview 
Questions

� What prompted 
your decision to 
leave?

� What did you 
enjoy most about 
your role?

� What could we 
improve?

� Identify common 
reasons for 
turnover

� Highlight positive 
aspects

� Gather actionable 
feedback

Purpose

Exit Interview 
Questions

Exit Interview 
Questions

� Accrued Leave

� Bonuses

� Retirement 

Benefits

� Days * Daily 

Rate

� Pro-rated based 

on tenure

� Based on plan 

terms

Purpose

� Verify leave 

balance

� Check eligibility

� Provide details

Pro Tip: Offboarding doesn’t have to be stressful. Using software 

solutions like Imagility can streamline the process, ensuring all steps are 

completed efficiently and securely. From automating access revocations 

to scheduling exit interviews, technology makes offboarding a breeze. 

Stay organized and leave a positive last impression!


Final Pay 
Components

Calculation 
Method

� Accrued Leave

� Bonuses

� Retirement 

Benefits

� Days * Daily 

Rate

� Pro-rated based 

on tenure

� Based on plan 

terms

Notes

� Verify leave 

balance

� Check eligibility

� Provide details

Pro Tip: Offboarding doesn’t have to be stressful. Using software 

solutions like Imagility can streamline the process, ensuring all steps 

are completed efficiently and securely. From automating access 

revocations to scheduling exit interviews, technology makes 

offboarding a breeze. Stay organized and leave a positive last 

impression!


Revoking Access and Recovering 
Company Assets

Create a checklist to revoke system access and recover 
company assets, such as laptops and ID cards, to 
maintain security.

Revoke email access

Collect company laptop, mobile phones, and 

tablets

Retrieve other IT equipment (monitors, docking 

stations)

Recover ID badge

Remove from project management tools
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Using Technology to Enhance HR 
Functions

Overview of HR Software Solutions

Welcome to the future of HR! HR software solutions are 

designed to make your life easier by automating and 

streamlining various HR tasks. From recruitment and 

onboarding to performance management and offboarding, 

there's a software solution for every HR need. 


of companies have increased their use of HR tech in the 

past two years.

60%
Benefits of Automation and 
Integration

Why stick to old-school methods when you can 

automate? Automation reduces errors, saves time, and 

allows HR teams to focus on strategic activities. Plus, 

integration ensures all your systems work seamlessly 

together. 

Key Benefits

Time-saving: Automate repetitive tasks like payroll 

and attendance tracking.

Accuracy: Reduce human errors in data entry 

and calculations.

Efficiency: Streamline processes and enhance 

productivity.

Data-driven decisions: Access real-time analytics to 

make informed HR decisions.

Key Features to Look for in HR 
Software

Not all HR software is created equal. When 

choosing the right solution for your company, look 

for these must-have features:


Key Benefits

User-Friendly Interface: Easy to navigate and use.

Automate workflows and digital forms for new hires.

Automate tasks such as payroll, time tracking, and 

benefits administration.

Seamlessly integrate with other tools like email, 

calendars, and accounting software.

Tools for ensuring compliance with laws and 

regulations.

Automated time tracking and leave management.

Generate insightful reports and analyze HR metrics.

Protect sensitive employee data with robust security 

measures.

Adapt to your growing needs and business size.

Tools for goal setting, performance reviews, and 

tracking progress.

Tailor the software to fit your unique HR processes.

17



Imagility’s Advantage

Automate Routine Tasks: Free up time for strategic 

work.

Ensure Compliance: Built-in compliance tools to 

stay ahead of regulations.

Enhance Employee Engagement: Support 

employee growth and satisfaction.

Gain Insights: Advanced analytics for data-driven 

decisions.

ImagilityHR helps HR professionals manage responsibilities 

efficiently, reduce administrative burdens, and support 

employee and organizational success. Explore Imagility 

today to transform your HR functions.


While many HR software solutions offer these features, Imagility 

stands out by providing a comprehensive platform that not only 

includes all these features but also focuses on enhancing your 

overall HR experience. From AI-powered analytics to seamless 

integrations, Imagility takes your HR functions to the next level. 

If you’re ready to transform your HR processes, you can check 

out how our software works by scheduling a demo. 


Discover the Imagility advantage today!
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Gain Insights

Automate Routine 
Tasks: 

Ensure 

Compliance

Imagility’s Advantage

Employee 
Engagement

Sales:

Phone: 617-865-8444
Email: sales@imagility.co

Address:

125 Cambridge Park Drive
Cambridge, MA 02140, USA

Support:

Phone: 617-865-8444
Email: support@imagility.co
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