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Purposes of the Document 

This document is here to help you explore the Employee Checks & Compliance module and see what’s possible. Instead of focusing 

on features, we’ve pulled together real examples of how other customers are using this part of the system in their day-to-day work. 

Everyone uses the system a little differently, so these examples are designed to give you ideas and inspiration. You’ll see how different 

organisations have tackled common challenges, adapted the module to fit their needs, and achieved positive results along the way. 

Whether you’re just getting started or looking to try something new, these use cases can help you think about how the module could 

work for you. Each example walks through what the customer was trying to achieve, how they used the system, and the benefits they 

saw. 

There’s no single “right way” to use the module but hopefully, this gives you a helpful starting point or some fresh ideas to build on. 

Let’s take a look! 

 

 

 

 

 

 

 

 



 

 

Let’s start at the very beginning of the employee lifecycle. 

New Starter Templates 

What are we trying to achieve? To create a consistent, efficient onboarding process that ensures every new starter has the right tasks, 

information, and support from day one 

How was the system used? Customers set up reusable templates that list tasks when a new starter is added, tailored to roles or departments if 

required. 

What benefits did they see? Reduced errors, more organised onboarding, improved new starter experience, greater consistency across teams 



 

  



 

 

 

 



 

 

 

Tip: Some customers prefer to keep DBS checks separate rather than including them in the new starter checklist. This can work really well if DBS 

checks only apply to certain employee groups, or if you want to keep things simple and report on them independently. 

DBS Checks 

What are we trying to achieve? To ensure the appropriate background checks are completed for relevant roles, helping maintain a safe and 

compliant working environment. 

How was the system used? Customers used the system to assign and track DBS check tasks, capture required information, and securely store 

results or certificates.  

What benefits did they see? Improved compliance and audit readiness, clear tracking of DBS status and renewals, greater confidence in hiring 

and safeguarding processes 

 



 

 

 
Tip: For customers who don’t include Right to Work checks in their new starter checklist, here’s an example that focuses solely on capturing and 

managing Right to Work details. 

Right to work checks 

What are we trying to achieve? To make sure all employees have the legal right to work before they start, while keeping the process simple, 

compliant, and easy to track. 

How was the system used? Customers used the system to record Right to Work checks as part of the onboarding process. They stored 

documents securely, tracked completion. 

What benefits did they see? Increased compliance and reduced risk, clear visibility of check completion and outstanding actions, secure, central 

storage of documents, greater confidence that all legal requirements are being met 



 

 

 

 

 

 



 

 

Onboarding Plan 

What are we trying to achieve? To deliver a structured, end-to-end onboarding journey that guides new starters through their first days and 

weeks, ensuring they feel supported, engaged, and fully prepared for their role or these checklist could be manager lead where managers need a 

little support in getting the onboarding process concise 

How was the system used? Customers created onboarding plans made up of scheduled tasks, milestones, and check-ins. These plans were 

assigned to new starters and key stakeholders (e.g. managers, HR, IT), with activities tailored by role or department where needed. 

What benefits did they see? Clear visibility of the onboarding journey for everyone involved, better coordination between teams supporting the 

new starter, more consistent and structured onboarding across the organisation 

 



 

 

 

Reference Checks 

What are we trying to achieve? To verify a candidate’s experience and suitability for the role by gathering feedback from previous 

employers, helping support confident hiring decisions. 

How was the system used? Customers used the system to assign reference check tasks, and track responses. Information captured 

and stored in one place. 

What benefits did they see? More organised reference collection, clear visibility of outstanding and completed checks, centralised 

record of reference information, more confident and informed hiring decisions 

 



 

 

 



 

 

 

 

 



 

 

Family Leave: Maternity Checks 

What are we trying to achieve? To support employees through the maternity process by ensuring key information is captured, 

important steps are completed, and compliance with policies and legislation is maintained. 

How was the system used? Customers used the system to create structured checklists covering notifications, documentation, and key 

milestones (e.g. MATB1 receipt, leave dates, return plans).  

What benefits did they see? Clear visibility of maternity timelines and key dates, improved compliance with policies and requirements 

Tip: In a similar way to Maternity Checks, you could also create additional templates for Paternity, Adoption, and Shared Parental 

Leave to support these processes 



 

 

 

 



 

 

Let’s look at topics around Compliance and Health and Safety 

To give you a few ideas, we’ve included some examples below including Driving for Work and Home Working Assessments to show how 

these can be set up and managed in the system. 

Driver Checks 

What are we trying to achieve? To ensure employees who are required to drive as part of their role are safe, qualified, and 

compliant with legal and company requirements. 

How was the system used? Customers used the system to assign and track driver checks, such as licence verification, insurance 

details, and vehicle information.  

What benefits did they see? Improved compliance with driving regulations and policies, clear visibility of driver status and expiry 

dates, centralised and secure record keeping, reduced risk and improved safety across the organisation. 

Tip: additional examples, risk assessments, DSE assessment, Equipment Competency Checks 



 

 

 



 

  



 

 

Lastly lets look at the end of the employees life cycle when a employee leaves the business, here is an example of a leaver checklist. 

Leaver Checklist 

What are we trying to achieve? To ensure a smooth, consistent offboarding process that captures all required steps when an 

employee leaves, while protecting the business and supporting a positive exit experience. 

How was the system used? Customers used the system to create leaver checklists, to manage activities like equipment return, access 

removal, exit interviews, and final documentation. 

What benefits did they see? Clear visibility of all offboarding tasks and progress, less manual follow-up and improved coordination 

between teams, consistent offboarding process for every leaver, better employee experience through a structured, managed exit 



 

 

 

 

While we’ve shared a few template ideas above, the flexibility of this module means you’re not limited to these examples. You can adapt 

and create templates in a way that works best for your organisation and adds real value to your teams. 

Every business is different, so we encourage you to explore what works for you and make the most of the configurability available. 

Happy template creating! 


