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The information that appears in this publication is intended to provide the best possible dairy farm management practices, systems
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roduction

Icome to the DairyNZ QuickStart Recruitment Kit for assistant manager roles. This guide has been developed as a
starting point for your journey as an employer. It provides a simple process and resources to help you find and recruit
the right employee and then introduce them to your farm in an effective way. Once you have your farm team in
place the DairyNZ QuickStart People Productivity Kit provides easy to use templates and processes to manage your
people to increase farm productivity and efficiency. Other DairyNZ tools available to support you are the HR Toolkit,
Compliance Toolkit, Career Pathways and peoplesmart.co.nz.

Introduction

Legal obligations

Employers have a number of legal responsibilities they must meet; these are explained in more detail on
peoplesmart.co.nz or follow the links below. The DairyNZ Compliance Toolkit is another resource available from
DairyNZ that can assist you in this area. Please note legal requirements can change from time to time so it is
important to stay up-to-date with these.

Employers also need to keep certain information about their employees in a safe, secure location. The QuickStart
Recruitment Kit is designed to become the staff file for your employee. The content is a starting point for the
information you must collect and keep for each of your employees; you can also use this pack to start you on the
road to managing your people well.

The orientation section contains a list of the information you should keep for each employee. Note that recording and
keeping the majority of this information is a legal requirement for employers.

Useful websites
www.dol.govt.nz/er

www.ird.govt.nz




Role

Before you begin the recruitment process you need to be clear about the role you require on farm. This means having
an accurate job description and person specification.

S

A job description lets people know what the requirements of the job are. It is also a tool that can be used for identifying

Steps to take

Job description

learning and training needs and reviewing job performance.

Person specification

The person specification forms part of the job description and identifies the knowledge, skills and abilities required to do
the job. It also helps to identify values and attitudes that are important to you.
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Person Specification — Assistant Manager

This person specification outlines the generic knowledge, skills and abilities required to do the job. You will need to
identify the values and attitudes that are important to you.

Strong work ethic
Gives things a go

Shows initiative

Physical Physically fit Able to lift heavy objects
Good health
Experience Three or four years dairy experience Calf rearing
Can identify common animal health problems  Actively involved in mating
and treat these
Calving cows
Able to Condition Score cows
Pasture management
Knowledge of milk quality management
Stock handling skills
Knowledge of safe machinery operation
Has had to supervise and direct others from
time to time
Attitude Punctual
Positive
Honest

Qualifications

Full and current driver licence

National Certificate in Agribusiness
Management, level 4 (or equivalent)

Milk quality training

National Certificate in Production Management
— Stage 1

Staff management training

Fit with team Able to work in a team Has previously worked with a team
Tidy around the house Can train others effectively
Communicates easily
Listens

Others
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Recruitment

Recruitment is the first step to ensuring you have the right person in the right job doing a good job. A well thought out
recruitment process will help you to attract and select the best person for your team. The steps outlined in this guide are
at an introductory level. It is recommended that you use the DairyNZ HR Toolkit or peoplesmart.co.nz for a more
comprehensive guide to recruiting and selecting a good candidate.

Steps to take

CHEHEHEHEH

Application form

All applicants you choose to interview should complete an application form. This ensures you collect all relevant
information. The application form must be signed by the applicant.

Interview process

Use the interview process forms to guide you.

Before the interview:

Phone-screen applicants to identify who you will interview

Short list applicants

Decide who will be part of the interview with you (and ask them)

Decide how long the interview will go for

Set aside a day to carry out all the interviews to enable you to get a fair comparison
Choose a place and make sure it is appropriate for the interview process

Prepare questions and activities to carry out at the interview

Prepare answers to likely questions the applicant may ask you (e.g. employment conditions, work expectations,
salary, training opportunities, accommodation etc.)

Make a list of ‘must haves’ and ‘nice to haves’
Contact the short-listed applicants to organise the interview
Provide a job description for the role

Inform applicants of any additional material you may like them to bring (production records, evidence of
qualifications or skills etc.)

L OO0 DO e

Contact those applicants you don’t want to interview to tell them they were unsuccessful
Have available at the interview:

Job description and employment agreement, including details such as: hours of work, salary offered,
accommodation available

D Interview template

21
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Recruitment

During the interview:

NN NN

Introduce yourself and others present

Make applicant or candidate feel comfortable

Give an outline of the interview process

Let applicant or candidate know you will be taking notes

Go through prepared interview questions (see interview template)
Carry out interview activities

Let the candidate know what the process from here is and when they can expect to hear from you

After the interview/making a decision:

Refer to section 2 of the DairyNZ HR Toolkit for more detailed information and resources on recruitment and selection or use

HiER N NN

Read through the notes you made on each applicant

Use the information/criteria you prepared and recorded at the interview to go back over the person’s suitability
Carry out reference checks

Make a decision

Use the interview template to compare candidates

Call the successful candidate and offer them the job

Formally send a letter and employment agreement to the successful person

Contact those who were not successful

our online resource peoplesmart.co.nz
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Application Form

Note: This application form template can be removed from this book, copied and sent to potential employees for
completion or alternatively applicants can fill this out when arriving for their first interview.

Use this template for each applicant. Additional copies can be found on peoplesmart.co.nz

This information is collected for the purpose of assessing your suitability for employment. Applicants must complete this
form personally, answer all questions, and sign the declaration. All applicants have the right to access personal
information and to request any correction necessary to ensure its accuracy. The Employment Application Form and your
CV will be retained for 12 months then may be destroyed unless you request your CV to be returned to you.
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Personal information
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References

Please provide the names and contact details of three work related referees.

In providing references | consent to the above named employer seeking verbal or written information on a confidential
basis about me from my referees. | authorise the information sought to be released by them to the above named
employer for the purposes of assessing my suitability for this role. | understand that the information to be received by
the above named employer is supplied in confidence as evaluative material and will not be disclosed to me.

Referees
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Employment history

Please provide the following information about the last three positions you have worked in.

from to

N

4




Education

from

to

from

to

yes/ no
If yes, please detail:

yes / no
If yes, please detail:

yes / no

yes / no

25
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Declaration

....................................................................................... declare that the answers to the questions in this
application are true and correct. | understand that if any of the information is proved to be false or misleading or

any relevant information is left out on this form or any other supporting documents, e.g. CV, then this may lead to
my application being rejected or if appointed to a role, then | may be instantly dismissed.
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To be completed by employer:
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Orientation

It is important that new staff are properly introduced to the farm business, other staff and their role on the farm. This is
the opportunity to make sure expectations are clear and to start the employment relationship off on the right foot.

In reality, the orientation period covers the first three months of a new employee’s employment and if applicable
(included in your Individual Employment Agreements) it will also include the 90 day trial period. If you are using the 90
day trial period make sure you fully understand both your rights and your employee’s rights before the employment

M-S

There are two main parts to orientation:

period starts.

Steps to take

1. Initial introduction (first two weeks).

2. Initial training period (getting a new person to be useful as quickly as possible).

Initial introduction

Use the Orientation Checklist to make sure you cover all of the important information a new employee needs.
Cover this during the new employee’s first two weeks. Complete and sign the Orientation and Health and Safety
Acknowledgements.

Initial training/trial period

For the first three months of a new employee’s employment you should meet monthly to set training/trial requirements,
review and give formal feedback on progress for the month. This process will help to identify training needs for the new
employee and ensure they have the opportunity to learn any new skills they might need. The purpose of this is to get
the employee up to speed and operating as a valuable member of the team as soon as possible. This is also an important
step in building a quality employment relationship. Start by completing the skill checklist with your new employee; use
this to highlight the areas you will focus on with them over the first three months.

It is important that employees continue to develop their skills and experience. This will lead to improved work
performance and increased job satisfaction and motivation for employees; this will be an ongoing process.
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Staff File Checklist

Personal information sheet

Employment agreement
e Details of a trial or probation period
¢ Signed by both parties

Job description
¢ Signed by both parties
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cv

Application form

Reference information

Health and Safety acknowledgement

Accident Compensation documentation
(if applicable)

Accommodation agreement
¢ Signed by both parties

Wage and time records

Holiday and leave records

Record of completed training to-date
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Staff Personal Information

Orientation
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Orientation Checklist

Before the employee starts

Employment agreement and job description signed and filed

Copy of each to employee

Introduction to the area/community (include local contacts such as doctors, schools, community
groups etc)

Introduction to the farm business

Prepare accommodation and other resources (PPE, tools, vehicles etc)

Prepare employee file

Gather appropriate documentation for completion on first day

First day

Complete personal details form

Complete appropriate documentation:

Tax IR330

Health and Safety Manual acknowledgement

e Inspect accommodation, complete Property Inspection Checklist

39
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First introductions

e Who works on the farm?

e Who is repsonsbile for what?
e Where they fit into the team
e Who they report to

e Lines of reporting

e Responsibility areas
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Farm layout

e Hazards

e |mportant features
e Farm map

e |ocation of tools, important items, etc

Emergency contacts: who, when and how to contact them
e Who they report to

e Other staff

e Neighbours

e Suppliers, vet, farm consultant

40



Employment terms and conditions
e Hours of work
e Timekeeping — recording policy/procedure

e Pay system —when, how much, frequency, method

Breaks — breakfast and lunch times etc.

e Rosters — where kept, how to request changes, frequency of updating
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Health and safety

e Tour of farm identifying hazards

e Introduction to health and safety policies (ATV, use of protective equipment, reporting procedures etc.)
e Accident reporting procedure

e Emergency procedures

e Location of first aid kits

e  Fire safety equipment

e Issue personal protective equipment (PPE)

e Complete the Health and Safety acknowledgment

Issue and discuss key parts of Farm Policy Manual including
e Conduct

e Leave policy and procedures (including how to apply)

e Communication (team meetings etc.)

e Smoking

e Alcohol and drugs

e Dress standards
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Within first two (2) weeks discuss the following

Position expectations
e Job description
e  Expected standards

e Check understanding of employment and job description terms

The business
e  Goals/targets — production and business
e Values and culture

e  Other key people involved, e.g. shareholders, consultants

Health and safety

e Health and Safety Manual containing rules and policies

Rules and procedures
e Discipline
e  Expected behaviour and conduct

e  Grievances and complaints

Performance
e  Performance planning and review

e Talk about probation/trial period specifications (if applicable)

Training and development

e On-job skills/lknowledge

Off-job courses

Career development
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Property Inspection

This report should be used to record the condition of the accommodation at the beginning and end of the period of
tenancy. The landlord and the tenant should fill out this form together and agree on any action required.
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State rating (S = satisfactory, N = needs attention — detail action required)

Entrance / hall

Walls/ceiling/woodwork

Floor/coverings

Curtains/blinds

Light fittings/power points

Windows/doors/screens

Comments/other
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Lounge

Walls/ceiling/woodwork

Floor/coverings

c
RS) Curtains/blinds
L=
=
.9 Light fittings/power points
| .
(@)
Windows/doors/screens
Comments/other

Dining room

Walls/ceiling/woodwork

Floor/coverings

Curtains/blinds

Light fittings/power points

Windows/doors/screens

Comments/other
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Kitchen

Walls/ceiling/woodwork

Floor/coverings

Curtains/blinds

Light fittings/power points
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Windows/doors/screens

Cupboards/drawers

Bench tops/tiling

Sink/disposal unit

Taps

Stove

Exhaust fan

Comments/other

Bedroom 1

Walls/ceiling/woodwork

Floor/coverings

Curtains/blinds

Light fittings/power points

Windows/doors/screens

Comments/other
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Bedroom 2

Walls/ceiling/woodwork

Floor/coverings

Curtains/blinds

Light fittings/power points

Windows/doors/screens

Comments/other

Bedroom 3

Walls/ceiling/woodwork

Floor/coverings

Curtains/blinds

Light fittings/power points

Windows/doors/screens

Comments/other




Bathroom

Walls/ceiling/woodwork

Floor/coverings

Curtains/blinds

Light fittings/power points

Windows/doors/screens

Bath

Shower

Shower screen

Wash basin

Tiling

Mirror/cabinet

Towel rail

Toilet

Comments/other
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Laundry

Walls/ceiling/woodwork

Floor/coverings

Curtains/blinds

Light fittings/power points
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Windows/doors/screens

Wash tubs

Comments/other

Exterior

Exterior walls/window frames

Lawns/gardens

Roof/gutters

Garage/carport/driveway

Clothes line

Fences/gates

Mailbox

Balcony/veranda/porch

Outside lights

Doorbell/security system

Comments/other
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Impact on tenant as a result of failing to take required action at the end of the tenancy

Failure to take the required action/s detailed in the report above will result in deductions to the tenant’s bond to make
good the repairs/cleaning required.

The cost of remedial action will be determined by obtaining two quotes to complete the work and selecting the
lowest amount.

The amount to be deducted is estimated at:  $

(subject to receiving quotes)

NOTE: Given there is a need for action to be taken quickly, before the next staff member commences work, the
availability of contractors may be limited and cost may be greater than expected.

Acknowledgement

This report is a fair reflection of the state of the property and the action required to remedy the situation. (Do not sign
unless you agree with all the details in the report.)
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Orientation Acknowledgement

Employee to complete after the first month of employment
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The following documentation has been sighted, completed and signed

Personnel file information

IR330 tax form

Individual employment agreement

Job description

Health and safety manual and acknowledgement

Orientation training plan — first month

I have copies of the following

Individual employment agreement

Job description

Roster

Health and safety manual (to read)

Orientation training plan — first month




In the next sections please tick the first column if you know and understand or the second column if you would like
further information.

When you should report to work?
Where you should leave personal property?
When you can take breaks?

Code of conduct?

Your rate of pay?

How and when you are paid?
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Your days and hours of work?

How to report the following:

- Absence from work?
- An accident?

- A change in personal circumstances?

The names of the people in the team?

Attendance rules?

Safety policy and regulations?

General workplace hazard?

Smoking rules?

Alcohol and drug rules?

Farm policies/procedures?

Other

How your job fits into the whole scheme of things?
Who you report to?

How to do the tasks required?

What possible safety hazards there are?

What protective actions are required?

Are you confident that you can carry out the job?




Please list any questions you have regarding the farm or your position
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Items followed up and actions taken

In signing this document | acknowledge that | have read and understood the farm Health and Safety Manual. | have
read and understood the Farm Policies and Procedures Manual and | understand my job responsibilities. | agree to
abide by these.
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Health and Safety Acknowledgement

General health and safety

I have been shown how to do my job safely including:
The use of guards and other safety equipment

The safety signs and what they mean
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How to safely use/store and maintain safety equipment

How to safely use/store and maintain equipment, machinery,
tools and hazardous substances

I know:
My responsibilities as an employee
Who to report to with health and safety issues

Where health and safety information is kept

Hazards

I know:

What the workplace hazards are

What the controls are for these hazards
How to report hazards

Where the records of hazards are kept

Safe work procedures

Emergencies

I am familiar with:

Where the fire extinguishers are
The emergency procedures
Where the first aid kit is

Who the first aider is
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Incidents and injuries

I know how to report:

Injuries

Near hits/near misses

Early signs of discomfort

Where incident/injury forms are kept

Who to give forms to

We have completed all areas of this checklist and understand our
responsibilities.
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The First 90 Days Training Plan

The purpose of this training plan is to assist both the employer and employee to set progress goals and monitor these in
the first 90 days of the employment relationship. Meet once a month and complete each section. List the five main
areas the employee needs to develop over each month; both the employee and employer should keep a copy.

Within the first two weeks of employment, complete the table below together. Use the skills checklist to identify

areas of focus.
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At the end of the first month, review the areas for focus above and complete the review column in the table. Fill
in the boxes below, and turn over the page to identify and set the focus areas for the next month.

Date for first review

Notes on performance and attitude over the first month

Issues identified

Follow up action required — what, who, when
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The second month

Identify the areas of focus for the second month. Continue to focus on developing knowledge and skills.

At the end of the second month, review the areas of focus above and complete the review column in the table.
Fill in the boxes below and identify and set the focus areas for the next month on the facing page.

Date for second review

Notes on performance and attitude over the second month

Issues identified

Follow up action required — what, who, when

Note: If there are ongoing areas of concern with the employee’s performance or behaviour it may be necessary to
begin disciplinary action or consider your options under the 90 day trial period (if relevant). For assistance or advice on
this refer to the Department of Labour or find more information at peoplesmart.co.nz.
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The third month

Identify the areas of focus for the third month. Continue to focus on developing knowledge and skills.
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At the end of the third month, review the areas of focus above and complete the review column in the table. Fill
in the boxes below. This process can be continued if desired, perhaps on a quarterly basis or use the AgITO
Training Plan to drive the learning and development of your people. Visit agito.ac.nz.

Date for third review

Notes on performance and attitude over the third month

Issues identified

Follow up action required — what, who, when

Note: If there are ongoing areas of concern with the employee’s performance or behaviour it may be necessary to begin
disciplinary action or consider your options under the 90 day trial period (if relevant). For assistance or advice on this
refer to the Department of Labour or find more information at peoplesmart.co.nz.
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