
Building a business is hard. Running one shouldn’t be. 
We put together this checklist to help startups like yours make 
sure they’re compliant, organised, and focused on their team’s 
progression and wellbeing as well as their company culture.

For more information on how to tick off each of these points, 
check our blog.

1.  Make sure everything is done by the book  
— compliance 

 General

 � Make sure you’re legally covered by drafting 
employment contracts with the help of an HR expert 

 � Have three compulsory policies: health and safety, 
disciplinary/dismissal, grievance

 � Get an employer’s liability insurance 

 � Enroll eligible team members into a pension scheme

 New Starters

 � Collect contact details, address and next of kin

 � Get a copy of their passport or another 
form of identification

 � Collect their P45 

 � Get them to fill a new starter form 

 � Get their bank details to get them onto payroll 

2.  Don’t get overwhelmed by paperwork — 
organisation and practicality

 � Make onboarding easy with a self-service process

 � Store your team’s data safely and have it at hand 
whenever you need it — name, address, contact, 
bank details, documents — all in one place

 � Make sure you’re GDPR compliant and have security 
measures in place to protect your team’s data 

 � Keep track of your team’s time off — 
holidays, sick days, etc. 

Need help ticking all the boxes? 
Start a free trial for Charlie’s HR software today.
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3.  Put your team at the heart of what you do — 
progression, surveys and perks

 � Organise one-to-ones to deliver useful feedback and 
get to know your team’s expectations from the business

 � Run performance reviews regularly with a concrete structure 
to help teams including managers

 � Put together a career progression framework that works 
for everyone and gives a sense of direction to your 
team members 

 � Collect useful feedback by running engagement surveys 
with questions backed by research

 � Analyse answers to your surveys and act accordingly 
or with the help of an HR expert

 � Find perks and benefits that suit everyone in your team 

4.  Create an environment where people can 
and want to do their best work — culture

 � Define what your company values will look 
like and how to carry them forward

 � Set specific and measurable goals to track your 
progress towards your ideal company culture 

 � Create or update your company policies to align 
with the company values you want to promote

 � Reflect the values by creating a bespoke company 
handbook with the help of an HR expert to make 
sure everyone is heading in the same direction 
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