
 

 

 

Before a new employee starts work 
 

Usually when someone signs an Employment Agreement for a new job they are filled with enthusiasm 

about the challenges and opportunities ahead. What you want to do now is ensure that enthusiasm is 

maintained and your employment relationship gets off to a great start. 

There are several things that you need to organise and many possibilities for what you could do. 

……………………………………………………………………………………………………………………… 

What things do I need to do before my employee starts work? 

Before your new employee starts work you need to complete the following tasks: 

Ensure both you and your new employee have a signed copy of the Employment Agreement and up-

to-date job description. 

 Start an employee file and file all relevant information (e.g. copy of employee CV, any 

application forms they filled in, interview notes etc). 

 Inspect the accommodation and ensure it is up to standard and that no repairs / maintenance 

are outstanding. If your new employee is from outside the area passing on contact details for 

phone companies, electricity providers etc is helpful. 

 Check that all required Personal Protective Equipment (PPE), tools, vehicles and other 

resources that your new employee will require initially are available. 

 Gather documentation that needs to be completed on day one of orientation (eg Tax IR330 

form, Property Inspection Checklist, Health and Safety Manual acknowledgement, Tenancy 

Agreement etc). 

……………………………………………………………………………………………………………...………. 

What things should I do before my employee starts work? 

In dairy farming there can be a significant gap between when someone signs the employment 

agreement and the date they actually start work, in some cases this may be up to six months. 

Irrespective of whether you have one month or six months, during this time you should continue 

communicating and getting to know your new employee, so that they remain engaged and start to feel 

like part of the team.   

 

This factsheet will help you to: 

 Understand the paperwork you need to complete before an employee starts work 

 Involve your new employee in the business before they get on farm 

 Get your employment off to a great start 



 

 

 

 

Ideas for keeping your new employee involved are: 

 Send a monthly / fortnightly email updating them about what has been happening on farm. 

 If you haven’t already, prepare and send a farm information pack. This could include an 

employer CV (all about you and the farm) and your farm policy and procedures manual. 

 If they live nearby, invite them to BBQs with staff or with you and your family.   

 If they live some distance away, then start sending them copies of the local district’s 

newsletter or community communications. 

 If you know your new employee’s partner will require work in the area keep your eyes and 

ears open for job opportunities for them.  

 If they will be filling a senior role on your farm, and you have other more junior roles to fill, 

think about getting your new employee involved in the interview process (especially if roles 

will report to them). 

 Send them a list of training programs that you think might be of interest to them, and that 

would benefit your business. Training programs usually have specific start dates so thinking 

ahead can be beneficial. If there are any significant gaps in their skills you might even 

consider sending them on a training course prior to their start date (assuming they are of 

course willing to set that time aside). 

……………………………………………………………………………………………………………………… 

How to involve a new employee before they start work: 

The key is to be organised and keep communicating. The way in which you communicate and 

manage this time will have a big impact on how the employee perceives both you and your farm. If 

you are professional it is likely that your employee will see both you and your business in a positive 

light, and this will encourage your employee to perform well when they start work. 

 

 


