
Fix Your HR Reporting
Toolkit

PRACTICAL TOOLS FOR BOARD-LEVEL DECISIONS

Introduction

Welcome to the HR Reporting Toolkit, designed to empower you to transform your HR data into 
actionable insights. This toolkit provides a range of practical tools and templates to help you create 
effective HR reports that drive strategic decision-making at the board level.

Understanding Key HR Metrics

Employee Turnover Rate:
Percentage of employees 
who leave the company 
within a given period.
Absenteeism Rate:
Percentage of working days 
lost due to employee 
absence.
Training Investment:
Amount spent on employee 
training and development 
programs.

Before diving into report creation, it’s crucial to understand the key 
HR metrics that drive business outcomes. These metrics provide a 
snapshot of workforce health and performance. Key metrics 
include:

Time to Hire:
The duration it takes to fill a vacant position.
Cost Per Hire:
Total expense incurred in recruiting and hiring a new 
employee.
Employee Engagement Score:
A measure of employee satisfaction and commitment.

Toolkit Components

This toolkit includes the following resources to streamline your HR reporting process:

Report Templates:
Ready-to-use templates for various HR reports (e.g., turnover analysis, diversity & inclusion, 
compensation benchmarking).
Data Visualization Guide:
Best practices for presenting HR data visually, using charts, graphs, and dashboards.
Metrics Definition Guide:
Clear definitions and calculation methods for essential HR metrics.
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Reporting Calendar:
A schedule to ensure timely generation and distribution of HR reports.

Best Practices for HR Reporting

To maximize the impact of your HR reports, consider these best practices:

Align with Business Goals:
Ensure HR metrics and reports directly support organizational objectives.
Use Clear and Concise Language:
Avoid jargon and technical terms that may not be understood by all stakeholders.
Provide Context and Analysis:
Don't just present data; explain what it means and why it matters.
Customize for Your Audience:
Tailor reports to the specific needs and interests of the recipients.
Regularly Review and Update:
Keep your reports relevant and accurate by updating them periodically.

Next Steps

Explore the Templates:
Familiarize yourself with the available report templates and select the ones that best suit your 
needs.
Customize Your Data:
Input your organization’s HR data into the templates.
Visualize Your Findings:
Use the data visualization guide to present your data effectively.
Share with Stakeholders:
Distribute your reports to relevant stakeholders and solicit feedback.


