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troduction

\Welcome to the DairyNZ QuickStart Recruitment Kit for herd manager roles. This guide has been developed as a
starting point for your journey as an employer. It is an introduction to the minimum requirements you should meet
when employing staff. Over time, you can continue to grow and develop your skills as an employer. Other DairyNZ
tools available to support you are HR Toolkit, Compliance Toolkit and Career Pathways.

Legal obligations

Employers have a number of legal responsibilities they must meet; these are explained in more detail in the DairyNZ
HR Toolkit. If you do not know or understand your legal responsibilities as an employer, Chapter 1 of the HR Toolkit
contains more information 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 Pack 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 as an employer.

Useful websites
www.ers.dol.govt.nz

www.ird.govt.nz

Introduction




Role

HaaS

A job description lets people know what the requirements of the job are. It is also a tool that can be used for identifying
learning and training needs and reviewing job performance.

Job description:

Role

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.




P9} O UOIIAIISUOD YLM BUSISSY

awwelboid
Juswabeue 1uaINN Jad se Jasi|iuay bulkjddy

swwelboid Juswysijgeiss doud Aue yum bunsissy

P33} 0} SS3IL DARY [|IM SMOD [[B PUB PISIWIUIW S| 9BRISEM 0S 1IN0 Pad4 swweJboid uoneaousl ainised Aue yum Bunsissy

1218M BARY |[IM SMOD 3D3YD) INO »ealiq SMOD ON "dAl| S| 9dUs} pue dwwielboid [043u0d paam ay} bunuswajdui

Bujiom si samod ¥ayd Aem 1334102 ayy ul pue ade(d 109410d Ul dn Ind sadus- s3oU34 yeaiq dn BUIAS pue N0 BUIPa34

abejsem Jarem Buisiwiuiw ‘Aem Jusidiyye ue ul paresado waisAs uonebl| spusWalInbal Uonebil Buuswa|dw|

‘SsuoIsdap paJinbai se s326pnq pasy buna|dwod

Juswabeuew ainised Ajiep 1oddns 03 |00} e Sse 19bpng wie) sy buisn jo )M JSisse pue ssed0.d 196pnqg pasy ay) puelsiapun
9|qeded g "Jeak JO awi} Y} O} UOIIB[J Ul UOITBWIOLUI ainised Jo suonedidul sy}

uolleWwIOUl Yyimoib ainysed 109|103
pueISIapuUN ‘Pa1da||0d Blep MjeMm Wie) Buisn SUORe|Nd(ed 196pNg Pas) UM ISISSY

01 SY[EM WIR) YHM 1ISISSE U0 104 3|qisuodsal Jayi]
Pe9129]|02 | 136pnQ pa9) By} JO SPUNOQ By} UIYLM ‘siseq Ajiep e uo
uoneuwlogul ainised a3eindde ‘Jsbeuew wiey Yum pasibe se pais|duod djjem we aJnised 31ed0|[e 0} Jabeuew wie) 3yl Y BUIopn

:BulpnpUl ‘[enuew SWa1sAS We) Y1 Ul PauUIjiNo siuswaiinbas sy} o} Huipiodde Jo Jabeuew wie) Ag pa1dalIp Se 32031s Jo BuIpaa) 8yl YHM 1sissy :Buipasd — uonanpoid |iA

J3UMO wiie)/1abeuew wiey o1 suoday | saul| bunodsy

"siseq| Je|nbal e uo yjels

Buibeuew oy} |qisuodsal aq Ajjlewiiou 1,upjnom Jsbeuew piay v “s196.e1 950Y) 198W UBD SS3UISNG SY1 UBSW ||IM 1eY] SSILIANDR 3y |

juawa|dwi 01 djay pue siabJe} suie) sy PUBISISpUN [[IM JobeURW PJay 3y} 1ey3 pa1dadxa sl y| “Juswabeuew wie) pue piay Joy
syse1 |je bunajdwod ‘uejd 1uswabeuew wiey paaibe sy} Juswajduwi 01 Wieal sy} Jo 1ed se 31om 0} paJinbai si ssbeuew piay ay] | uomsod jo ssodind

‘Apiadoud oA uo sjoJ ay3 wouy alinbal NoA 1eym buidajes uondiudssp qol UMo JNoA a1um O3 a1e|dwidl 1|00 YH Yl 3sn e

PaPN|PUI 1,USJR 1Y) SUOP Pa3U NOA 1.yl SBUIYY 10} STUSWISILLS Ul S1UAN @
paJInbau i 1eyMm 103|421 3,U0p 1BYL SIUSWSIRIS 219]2C  ®

:UeD NOA ssauISNg JNOA Ul 9]0 SIY3 4O SyUSWIINba.
3y $399)424 Aj91eandde uondidssp qol unoA aunsus 0] 9|04 SIY} Wody 109dxa PINOM NOA 1eym 4O 3SOW SUIINO PINOYS ‘SWwts} [elsusb ul ‘ydiym uondiudssp qol dusuab e si uondudssp qol syl

188pUDW paa — uolydiidsag qof



91ep 01 dn uoneiuawndop Auedwod Alieq

19W 3Je Spiepuels pue syusawsalinbas auaibAy Asep ||v

Ajo181paWWI Jabeuew
wlej 01 papodal S paeuIWBIUOD 3 PINOD Y| Ueaw Aew ey} Juspidul Auy

UOI323]|02 IO} pajuasaid
s Avjenb 1sauly ay3 Jo yjiw Ajuo 0s pamojjo} skemie a.e sainpadoid Alieq

paJinbal
se uolejuawndop Auedwod Allep yum Builsissy

Aiep ay} punose

pue Ul SpJepuelS Ssauljuea)d pue aualbAy buluieiuie|p|
Ayjenb i

JO JUBWIAA3IYdE pue aualbAy Asep 01 bunnguiuod

U0I323]|0 J0} patuasaid
si Ayjenb 3sauly ayy Jo yjiw Ajuo ainsua o} buidjsH

:AQ 'suoseas 99J4 apeJb snonuiuod e 03 buingu

1U0> J0j 3|gisuodsay :Ayjend Y|IAI — uonRINPOId NN

191eM
aney Ady3 ains axew 0} paxdayd aJe pue buryjiw Ja1je Aeme Inys skemje ale smod

SuOI3dNJISUl 03 Bulplodde paulelulew pue pauea)d si wuswdinbs pue jue|d Alieq
pa1oNJisul se pauea)d ale pJeA pue sjieq buipnpul ‘Allep ayl

Kiiep ayy anea|

Aoy 210499 Ajuadolid pakelds 1893 aie SMOD || "Siuswalinbal [enuew swiaisAs
wlJey} JO sUOnRdNJISUl Jlabeuew wiey 1ad se Yyiim 1jeap smod palew ‘Ajpiendosdde
PaY|IW 3J4E SMOD [|B Bulpn|pul ‘palinbas spiepuels 01 pais|dwod si Bul|iAl

2oed UMO 13y} 1e payjem Bulaey ‘Allep sy} 01 SWil} UO dALLIE SAeM|e SMOD
dALIIE SMOD 8y} 8Jogaq dn 18s shem|e si Alieq

sjewiue pue ajdoad Joj 991} SSJIS pUE JUBIDIHS SI BU|IA

SMOD 3y} Aeme Buiinys

[enuew SWa3SAS wiey ay3 Jo Jabeuew
wJe} ayi Ag pauljino plepuels ayi 0} ‘yuswdinbs
pue jueld ‘Allep wJej ay1 buluieiulew pue buiues|d

Buyjiw jo uonadwod
3y} U0 UMOP Pasoy ale eale |ieq pue spJed bulinsu

Buikeids 1ea) pue buryjiw 1no bulkiied
Ul SM0D 3y 196 01 awil} uo BuIALLY
1uawdinba dn 185 01 awi Uo BulALLY

paJinbai se bury|iw buisiadNg

:Buipnpul ‘lenuew SWaISAS WB) 8y} Ul PauljINo Syuswalinbal a3y} 0} buiplodde Jo Jabeuew wiiey Aq paldalip e juswabeuew Alep 1oj ajgisuodsay :bunsanieH 1A — uondnpo.d YA




uoie Jaying a4nbai 1eyy sadueisul Aue buipioday

palinbal se s|inq
Buizew oy Joud 1ybram  buipnpul “¥203s Ap Jo Juswsbeuew ay) Yim Buisissy
poob e ale s||ng ‘63 ‘asodind 1o} 11} e pue JS3Je PIY0O] [|9M e 3D03s AiQ

paJinbau
JO pnold 3q 0} Sjewiue UMoib [|am e 3203s BunoA se 32031s bunoA jo Juswabeuew ayl Yum bunsissy
sybiam 196.e) 199U 1By} paleas ale sanjed AyieaH paJinbal se buieal jjed yim bunsissy

:BuipnpUl ‘lenuew SWa1sAS Wiey Syl Ul PauIjIno Jo Jabeuew wiey Agq paidalip
Se JUsWabeURW 3D03S [|B YIM ISISSe PUB 3D03S JO S3SSe|d 1Ualai4p ayl buibeuew Jo sjuswalinbal ay) pueisiapun :syuswa4inbay juswabeuely )201S JayrQ — Juswabeuel) )201s

uoinoe Iy ainbai 1eyy sadueisul Aue buipioday
1eak sy 4o awiy sy} 4oy aeldoidde S| yuswsbeuew ‘lenuew suoljelado sy3 1o SJUBWIRAINDSI BB e Yim Bunisissy
Jabeuew wuey ayy Aq paulino se a313deid poob 01 buipiodde pabeuew e 3203 Syuswalinbas Buirew [je yum bunsissy

91| $Y00] JuswWsbeurw 203s 93130eld poob 1eym spueisiapun Jabeuew pisH Syuswalinbas Buiaed e yum bunsissy

Jlenuew swaisAs waey 8y} Ul PauIiNo Jo
Jabeuew wie} Ag paidalip se asay) bunuswajdul Yim ISISSe pue spuswalinbal Juswabeuew ¥D01s [euoseas puelsiapun :spusawalinbay juswabeuel) [euoseas — Jusawabeue|) )01

soull} ||e
1e Aem 3jge1dadde ue ul sjewiue buijpuey pue BUIAo|A|

PASIWIUIL 91 SBI1I[P1R) 201§ uoinoe
r X [eipawal buryel pue Jabeuew wie) 0} Aj21eIpawiw

M UJES PUE 3oIND € Ul PI[pUEY 918 >p01s [IV 1e0|q Pa129dsns 10 1e0|q 4O saduapdul Aue buipioday
219 ‘Bupyjiw Joj ul Smod Builiab “ypopped ayy ul sjewiue

puneas
Buissed usym Buipnppul ‘SSWI} [[B 1B S|PWIUE [[9MUN 4O SUBIS 10} 1I3Je AB3S 44e1S ||V )

Jo Jabeuew wuey ayy 01 Aj91eIpaWIwI 33yl buipiodal
Jabeuew wuey 0} papiodal ale sjewiue |2Mun ||y Jay1a pue swiajqoid yieay [ewiue Jayio buihpuap

sj0>0104d wiey Buimoljo} Adinb paleasy pue paijiauspl ale sjewiue [[amun SMO) Ul SSauawe| buneal) pue buiiuap

'1ey} 0S || SY00| dIB}IM pUE Y}[eay [ewiue a211deid poob 1eym puelsiapun SMOD Ul siiiisew Buiealy pue Buikyiusp)

:buipnpul |enuep suoneladQ
9U} Ul pauljINO syuswalinbal sy} 03 buiplodde Jo Jsbeuew wie) Ag pa1dalip Se Wiej Uo Sjewiue sy} JO Juswsbeuew syl Yiim Buisissy :24ej9/n %8 Y3|esH |ewiuy — juswabeuely )101s




abpajmou siyy buisn pue sbuiyl mau buiuled| 0} apniiiie poob e aneH
Ul 3JOM O} JUSWUOIIAUS aA1Ioddns ‘uny e 91eaud 0} djoH
POPI3U §I WEes} 9y} Ul SI9Y30 N0 djoH

1uepodwi
10 |nyasn 3 Aew 1By} UOIIBUIIOLUI MOUY SI3Y10 BUINd| ‘Wea} sy} 03 93NgLIU0D

Jabeuew wuej yum paalbe se bululely selidosdde
Hulpusalie pue s||I3Ss Mau bulules| 01 PaILW0D)

Jabeuew wiey ay}
JO 92USSCE 9y} Ul S91IINP JIdY} Ul Jje1s ya12d bunioddng

wiea} 241U Yum Aj9AIdee bunedsiunuwwod
Buipnpul ‘Iaquisw Wea} aAI1d3}43 se buidy

paJinbal
se Jabeuew wley yim buiedunuiuod Aj9Aidag

sanljiqisuodsay wea}

S1UBWaJINbal [eIUSWIUOIIAUS
Wwie} 8y} Jo saydealq Aue asned Jou op NoA 1ey3 Yans a1e SUoideul Jo SUoidY

Jabeuew
wie} 3yl 03 Pa1edIUNWIWIOD pue paliusp! AdIinb aie sanssi [erualod Jo sansst Auy

SIY1 UO S1oe ‘pjnoys
11 se buiiesado jou sI buiyiAue }I 93130U pue wialsAs Jusn|Ha dyl JO JUBAISSAO

wi1sAs 9yl yum
Swi9|qoJd uowwod Aue Xij pue A{IUSp! UBD PUB WSJSAS JUSN|HD WUB) SY} SMOU

Syuswialinbal
9dUel|dwod |1DUNOd |euoibal syl buimouyy

0} palaype
3Je sluswaJlinbaJ [eIUSWUOIIAUS [BD0] ||e Bulinsu]

syuswalinbal buipiodal |je buipnpul
‘suoidNIIsul ay) Jad se pabeuew S| jusn|ye bunsug

wie} ayy 4o} SwiasAs
Juswabeuew JUSLINU pue JUaN|}3 3y} buimou|

:buipnjpul ‘lenue

W SWI1SAS WLIBY 33 Ul PaUlINo Jo Jabeuew wiey Ag paidalip se aduelduiod [BIUSWUOIIAUD (| YLIM 1SISSY :Juawabeue|y 831n0say [einje

uoseas ul buiwod ag Aew Aay
31| 400 1yl smod ‘ajdwexa Joy ‘|ngasn aq Aew 1ey3} uoiewlojul Aue sabeuew
WBy 3y} Bul||e} pue umop BUIILIM ‘SMOD 3y} YHM USUM JUBAISSCO SABM|Y

forjod wuey ayy Jad se payiew Ajes)p ale
S|ewlue paieal) ||y Pa4inbas se awil sy} 1 PapJodal S.1e SJUBWIIea.) [eUWIUe ||

9oe|d a1e1idoidde ay3 01 paliajsuely si Siyl ‘UoIeWIOLUI
9)eindde ‘aiep 0} dn sulRIUOD pue 3|qepeal Skem|e S| J00[a10U MO|IDA

Jabeuew
wiey AQ PaIdNJIsul Se 1o [enuell SWalsAs wiey
Jad se uoljewlojul palenosse Jayio Aue buipioday

PaA[BD SMOD BuIpJodal pue BulAIesqO
uoSeas Ul SMOD buipiodal pue BulAIesqO
paJinbal se sjuswieal) Jayio buipioday

[enuew SwiaisAs
wJe} ayl 03 buipiodde paylew aJe siewiue bulnsus
PUE USAID S)USWIEAJL SIHISEW [|B JO SPJ0d3J Bbuidaay

)0y

:sawi ||e e 91ep 01 dn s 3 BULINSUD puUB Y00Qa10N MO||DA Y} Ul UOIBWIOLUI 91eINdde Bujuieiulew Joj d|gisuodsay :Buipioray — juswabeue|y }2031s

10



paJinbal spiepuels ayi 0} Aem Ajswiy e ul pa1s|dwiod aie Sysel JBY10
9|NPaYds ay3 03 BUIPIOIde PauUlelUleW [|9M e SS|DIYSA Wiied
Aj2181pawwl payiodal ale sabexealq ||V

paJInbal se pala|dwod S| adueUSIUIeW We

ApI1 91 SPUNOLINS PUE UOI1EPOWIWOIDY

sauii ||e
1e 9|qeiuasald pue Apiy 1day aue ydedl Jaxuel pue Allep ayi punole spunoib sy

doe|d 121102 Y Ul 1day SI AusuIydelp

(uonepouluwodde
3y} 1e buipnpui) wuey uo assymAue punose BulA] ysiggnt ou st a1ay L

pasn bulaqg ale Asyy ssajun buojaq Asyy a1aym ale Juswdinba pue sjoo} ||y

Buizelb ia1uIm buibeuey
sulle} buizelb Jayro Uo BUIOAN

101 paywil| 30U Ing Buipnppul Iebeuew wJey Aq
paisanbal Ajngme| pue Ajqeuosesl aq Aew se sysey Jayio e 919 dwod

Jobeuew
wie} ayy Ag paJiinbai se syafoid Juswdojsnap Jofew yum digH

SUMOP3{E3IQ
/sebexealq Jo Jabeuew wley Ajrou ‘9|npayds 03 buipiodde papiroid
$|001 10 32IYaA 1210 Aue Jo/pue a3iq Wiel/eyiq penb buluelue|p|

Aj91e1ipawiwl
sumop3ealq/sabexealq 4o Jabeuew wiey Ajiou ‘pajdalip se
3JOM JUBWIdOPASP WJe) pUe SdUeUIUIeW WL.e) [eJsusb Bunsidwo)

91e1s pajussald jom ‘Apn e
Ul paulelUIeW 3Je Seale UoI1das pue usp.eb ‘uonepowwodde bulnsug

0B} Jaxyue) pue Allep ay) punoJe spunolb ayl buiuieiuie|
9oe|(d 1294100 3y} ul Aeeme Aiauiydew buliols
Aj21edosdde ysiggnu jo buisodsiqg

WwidY} Yyum burysiuiy 4a14e [edndeld
se uoos se buolaq Asyy asaym Aeme juswdinba pue sjooy buning

:buipnpul ‘|e

nuew SwalsAs wiej sy3 Ul pauljino Jo Jabeuew wlie) 3yl Ag paidaJip Se JUSWUOIIA

us pue juswdinba wJey} ayy Jaije oo :@3ejdy4opn ApIL B ulelulelpl

pa19|dwod si yiom Jaded areldosdde
9y} pue Jabeuew wJey Yy} 0} palodal S1e SIUSPIDIE SSIW Jeau IO SJUSPI. ||y

RIS
10 S1euUIWIfR Ued Jabeurw Wik 3y} [IUN spiezey mau aie|os! a|qissod J "ajqissod
Se UoOoS se palyou si Jsbeuew wiie) 3yl pue Appinb paiusp! aie spiezey mau ||y

Juswdinba aAipde104d |euosiad
J3Y310 pue swWiRY Jo butiesm buipnpul ‘yim paljdwod aie sanijod SRH Wey ||V

uone|sibal yuswAodws
ul A&1o4es pue yieay ayi Jo paJinbal se suoiebijqo 19w pue pueisispun

poday Juspdy ue 3313|dwod pue (Ainful-uou 4o Ainfur)
‘JUSPIDde SSIU JBau 0 JuspIdde Aue Jo Jsbeuewl wie) ayy bulApnoN

PaIJIUSPI SE SpJezey mau Jo Jabeuew wiey BulAjoN

juswdinba aAida104d |euosiad |e Jo Buleam ayy buipnpul
‘sainpad0id pue sapijod A1a4es pue yijesy wiej yum buikdwod

uone|siba| yuswhojdws
ul A134es pue yijeay ayi jo syuswaiinbal ayy yum buihidwod

:Buipnppul ‘lenue|Al A194BS pue YijesH ay3 Ul pauljino Jo Jabeuew wiej Ag paidalip se siuswsalinbal A1ajes pue yieay |je yum Aldwoo :A1ages pue yyjeaH

11






Person Specification — Herd 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.

Physical Physically fit Able to lift heavy objects
Good health
Experience Minimum of two (__) years dairy experience : Calf rearing
Calving cows Knowledge of milk quality management

Identifying common animal health problems
and can treat these

Knowledge of safe machinery operation
Stock handling skills
Pasture management

Mating management

Attitude On time

Positive

Honest

Strong work ethic
Gives things a go

Shows initiative

Qualifications Full and current driver’s license Working towards National Certificate level 4
National Certificate in Agribusiness Production Management — Stage 1
Management, level 3 or equivalent level of
training

Milk Quality Training (or working towards this)

Fit with team Able to work in a team Has previously worked with a team
Tidy around the house Has supervised others
High level of personal hygiene

Communicates easily and listens

Others

13
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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 for a more comprehensive guide to
recruiting and selecting a good candidate.

- g g g g g

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)

How long will the interview 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 to 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 this role

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

O OO L

[

Contact those applicants you didn’t want to interview to tell them they were unsuccessful (refer to section 2 of
DairyNZ HR Toolkit)

Have available at the interview:

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

D Interview template

15
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During the interview:

NN NN

Introduce yourself and others present

Make them feel comfortable

Give an outline of the interview process

Let them 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:

HiERIN 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 (Refer to section 2 DairyNZ HR Toolkit or use interview template as a guide)

Make a decision

Use the interview template (Refer to section 2 DairyNZ HR Toolkit) 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 (Refer to section 2 DairyNZ HR Toolkit)

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

16



Application Form

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

Use this template for each applicant. Additional copies can be found at dairynz.co.nz/quickstart

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

17



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

—

8




Education

from

to
from to
yes/ no
If yes, please detail:
yes/ no
If yes, please detail:
yes / no
yes / no

19
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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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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
period starts.

Fea e

There are two main parts to the orientation:

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 employees 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.

28



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

29



._

- .L_.




Staff Personal Information

Orientation

31






Orientation Checklist

Before the employee starts

Employment Agreement and Job Description signed and filed
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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
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First introductions:

e Who

e Roles

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 Important 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

34



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

N
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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 |ocation 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 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

On-job skills’lknowledge

Off-job courses

Career development

36



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

E) Curtains/blinds

+—

[15]

=

K 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




Kitchen

Walls/ceiling/woodwork

Floor/coverings

Curtains/blinds

Light fittings/power points

<
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Windows/doors/screens

Cupboards/drawers

Bench topsttiling

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
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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

41
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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)

<
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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.)




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

Occupational 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?

<
S
=
S
g
=
)
.
O

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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[tems 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

| 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

Employee knows:
Responsibilities as an employee:
Who to report to with health and safety issues

Where health and safety information is kept

Hazards:

Employee knows:

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

49



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

c
kS
S
e
c
Q
<
o

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

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

c
kS
S
8
c
O
o
o

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 turn over the page to identify and set the focus areas for the next month.

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 employees 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 dairynz.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.

c
IS
S
8
c
Q
-
o

At the end of the third month, review the areas of the 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.

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 employees 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 dairynz.co.nz.
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