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COMPANY NAME

COMPANY ADDRESS

TELEPHONE NUMBERS

WEBSITE ADDRESS

[INSTRUCTIONS:  DELETE AFTER COMPLETION- Use the Find and Replace function for [Name] and [Start Date] and [Company Name]]

[Date]

[Name]

[Address]

[Company Name] (Company) is pleased to offer you employment as on the new terms agreed from [Start Date] set out below in this individual employment agreement (Agreement). 
This offer is subject to the appropriate reference checks. [INSTRUCTION: for new employees only]  

In accordance with the Employment Relations Act 2000, you are entitled to a reasonable opportunity to seek independent advice about these terms of employment and we encourage you to do so.  However, please note that we require a signed agreement at least before you commence work.

1. The Position

1.1 The Company will employ you in the position of [Position Title].  In this position you will report to [Position Title of Direct Manager].
1.2 You will at all times, use your best endeavours to promote and protect the Company's general interests, profitability and reputation.

1.3 A detailed job description is attached (Appendix A).  The Company may, after consultation with you, amend your job description and the duties associated with that position but not so as to change substantially the nature or responsibilities of the position (except in the case of a reorganisation of the business).  In addition, you will be required to perform all other duties which are reasonably incidental to your position, as directed by the Company from time to time.

[INSTRUCTION: Not for existing or previous employees]

[INSTRUCTION: Can only be used by businesses who employ 19 or fewer employees]
2. Trial Period 
2.1 You agree that your employment with the Company is subject to a trial period of 90 days from the commencement of your employment in accordance with section 67A of the ERA.  We agree that your date of commencement of employment for the purposes of this clause 2 will be [Start Date], being the date on which you start working for the Company.

2.2 The Company may terminate your employment at any time during the trial period by giving you one week's written notice or payment instead of notice.  You must give the Company two weeks' written notice if you wish to leave your employment during the trial period.  The Company retains the right to dismiss you with immediate effect for serious misconduct.

2.3 You accept that where you are dismissed during the trial period you may not bring a personal grievance or any other legal proceedings in relation to your dismissal.

2.4 You agree that any provision in this Agreement, or in any Company policy or Code of Conduct relating to disciplinary processes or performance management, or any other processes to be followed by the Company, will not apply during the trial period.
[INSTRUCTION: To be used as an alternative to a 90 day trial period – delete one]
3. Probationary Period

3.1 Your employment is subject to a probationary period of up to [three] months.

3.2 The Company may terminate your employment at any time during the probationary period by giving you one week's written notice or payment instead of notice.  You must give the Company two weeks' written notice if you wish to leave your employment during the probationary period.
3.3 The Company may extend your probationary period should this be considered necessary.

4. Hours of Work and Location

4.1  [OPTION 1 – SET HOURS OF WORK] Your hours of work will normally be not less than [x] hours per week, worked during the usual operating hours of the Company.  However, in order to perform the requirements of the position effectively, you may agree with the Company to work additional hours necessary to perform your job effectively.

OR
4.2 [OPTION 2 –ROSTERED HOURS OF WORK WITH NO GUARANTEED HOURS] Your hours each week will be agreed between us in advance and set out in a roster.  You agree the days of the week on which your work is to be performed and your start and finish times may vary, in accordance with the roster.  There is no guarantee of any minimum number of rostered hours each week.

OR
3.3
[OPTION 3  –ROSTERED HOURS OF WORK WITH GUARANTEED HOURS] Your hours each week will be notified to you in advance and set out in a roster.  You agree the days of the week on which your work is to be performed and your start and finish times may vary, in accordance with the roster.  Your guaranteed hours of work are [x] hours per week.  You may agree to work additional hours above your guaranteed hours of work. 

4.3 Your principal place of work will be at [Address], [INSTRUCTION:  Include if required] but the Company reserves the right to reasonably relocate you to a new workplace, provided it is within [xx] Districts.
5. Remuneration

5.1 You will be paid at the rate of $[x] gross per hour for all hours required to be worked, including any overtime.  Your wages will be paid to you weekly in arrears by direct credit into your nominated bank account.  The Company reserves the right to change the pay cycle.
5.2 You agree that deductions may be made from your remuneration for time lost through sickness, accident, unauthorised absence, nonreturn of Company property, holidays taken in advance, or for overpayment of salary. You agree that deductions made for these purposes are reasonable.  The Company will consult with you before making any specific deduction from your wages or termination payment in accordance with this clause.
[INSTRUCTION – Include for Shift Workers Only]
6. Shift Cancellation

6.1 If, for any reason, the Company decides to cancel a shift that you are scheduled to work, it will give you [amount] notice.  You agree that this period of notice is reasonable.

6.2 If, for any reason, the Company decides to cancel a shift that you are scheduled to work, and it gives a lesser period of notice than the period specified in clause 5.1 (but it still notifies you before the commencement of the shift), it will pay you [x hours' pay/$x     ] in compensation.  You agree that this compensation is reasonable.

7. Expenses

The Company will reimburse you for all reasonable expenses actually incurred by you in the course of your employment in accordance with Company policy.  You will be required to produce reasonably complete documentary evidence of these expenses including, where appropriate, a properly completed GST tax invoice.

8. Leave

A guide to your statutory entitlements under the Holidays Act 2003 is attached as Appendix B.  Your specific entitlements are as follows:

8.1 Annual Leave

8.1.1 You will be entitled to four weeks' annual leave with pay calculated in accordance with the Holidays Act 2003.  Holidays should be taken in the year they fall due.  You agree to be paid holiday pay in the pay cycle that relates to the period during which any leave is taken.  If you and the Company are unable to reach agreement as to when you will take your annual leave, the Company may require you to take leave on 14 days' notice. 
8.1.2 In the event that the Company allows you to take leave in advance of you accruing it, you agree that the Company may deduct any amount still owing at the time of termination from your final pay.

8.2 Sick and Bereavement Leave

8.2.1 In accordance with the Holidays Act 2003, following six months' continuous employment you shall be entitled, in each ensuing period of twelve months to:

(a) five days' sick leave which may be taken when you, your spouse or dependent is sick or injured.  Up to fifteen days' sick leave may be carried over from one year to the next to a maximum of 20 days current entitlement in total; and

(b) three days' bereavement leave on the death of your spouse, parent, child, brother, sister, grandchild, grandparent, and spouse's parent; and

(c) one day's bereavement leave on the death of any other person if, after considering relevant factors, the Company accepts you have suffered a bereavement.
8.2.2 The Company may require a medical certificate in accordance with the Holidays Act 2003 or at any time after you have used up your statutory entitlement to sick leave. 

8.2.3 It is expressly recognised that sick and bereavement leave is taken on the basis of the Company's trust and that taking sick and bereavement leave without good and sufficient reason will be regarded as serious misconduct.

8.3 Public Holidays

8.3.1 You are entitled to public holidays in accordance with the Holidays Act 2003.  You agree that you may be required to work on a public holiday that you would otherwise be entitled to.  

8.3.2 For the purposes of the Holidays Act only, where you are required by your manager to work on a public holiday you would otherwise be entitled to, you shall be paid your usual salary plus an additional 0.5 loading (time and a half) for all hours you work.  

8.3.3 If you are required by the Company to work on a public holiday which would otherwise be a normal working day for you, you will also have a right to an alternative whole day off which will be paid in accordance with the Holidays Act 2003.  You and your manager should agree on when this alternative day will be taken.  If you and the Company cannot agree on when you will take your alternative holiday, the alternative holiday will be taken on a date set by the Company, on 14 days' notice to you. 

8.4 Annual Closedown

The Company may closedown all or part of its operations regularly once a year and require you to take leave during the period of the close down, even where this requires you to take leave for which you are not fully reimbursed. The Company shall provide you with at least 14 days advance notice of the closedown.
8.5 Family Violence Leave/Requests for Flexible Working Arrangement
8.5.1 In accordance with the Holidays Act 2003, if you are affected by family violence you will be entitled to a maximum of 10 days paid leave each year (Family Violence Leave) after six months continuous employment.   At the Company’s discretion, Family Violence Leave may also be granted in the first six months of employment.  You are entitled to Family Violence Leave regardless of how long ago the family violence occurred and even if the family violence occurred before you became an employee.   You must notify the Company as early as possible before you are due to start work of the intention to take Family Violence Leave, or if that is not practicable, as soon as possible after that time.
8.5.2 In accordance with the Employment Relations Act 2000, if you qualify for Family Violence Leave under this clause, you may also request, in writing, a short-term (up to two month) variation of your working arrangements for the purpose of assisting you to deal with the effects of being affected by family violence.   The request may include changes to hours, days of work, location and duties of work.   The Company will respond to a request no later than 10 working days after receiving it.
8.5.3 The Company may require proof that you are affected by family violence before paying for family violence leave or making a decision on an application for a Flexible Working Arrangements.  A request for proof will be made within three days of receiving a request for Flexible Working Arrangements.
9. Termination of Employment

9.1 Following successful completion of any [trial/probationary – include based on which provision is used in the employment agreement] period, either party may terminate this Agreement by giving the other [INSERT notice period ] notice in writing.

9.2 The Company reserves the right to pay you in lieu of notice or alternatively require you to undertake reduced or alternative duties consistent with your abilities or require that you do not attend the workplace during this period.  In that event, you will continue to receive your full remuneration for the balance of the notice period, you will remain an employee of the Company, and will continue to be bound by your duties of confidentiality and fidelity.

9.3 You agree to the Company deducting any over-payments, outstanding debts or money owed to it by you from your pay including final pay and holiday pay.

9.4 If you fail to provide the required period of notice, the Company may deduct pay for the period of notice not actually worked from your final pay, including holiday pay.

9.5 Nothing in the above clause will prevent your dismissal without notice in the case of serious misconduct or other cause justifying summary dismissal.

9.6 Notwithstanding the clauses above, the Company may terminate your employment by giving such notice to you as it deems appropriate in the circumstances if the Company is of the opinion that you are incapable of the proper performance of your duties under this Agreement as a result of mental or physical illness, injury or incapacity.

9.7 Where you are absent from work for more than three consecutive working days without notifying your manager and without reasonable excuse, you may be deemed to have abandoned your employment and to have terminated this Agreement.

10. Redundancy

10.1 In the event that your employment is terminated for redundancy, you will be given two weeks' notice or pay in lieu of such notice and you will not be entitled to any compensation for redundancy.

10.2 In the event of a sale, transfer, contracting out, merger, amalgamation, or reconstruction, reorganisation or any other restructuring (including as that term is defined in section 690I of the Employment Relations Act 2000) (all of which are collectively referred to below as the Transaction) of all or part of the Company's business such that your employment is terminated and you are:

10.2.1 offered employment with the purchaser or any other party to the Transaction  on terms and conditions which are generally no less favourable than your existing terms and conditions; or

10.2.2 Offered and accept employment with the purchaser or any other party to the Transaction on any other terms and conditions (including terms less favourable);

the Company will be under no obligation to provide you with any form of notice of redundancy or other compensation.

10.3 Where your position is made redundant due to a reorganisation of the Company but you are:

10.3.1  offered suitable alternative employment on generally no less favourable terms and conditions and at the same location or a location that is a reasonable commuting distance from your original workplace; or

10.3.2 Offered and accept any other alternative position with the Company (including on terms less favourable);

you will have no right to notice or redundancy compensation.

10.4 Your entitlements and the process that will apply in the event of a restructuring are set out in the Employee Protection Provision below.

11. Employee Protection Provision 

11.1 This clause applies to a restructuring (as defined in Section 69OI of the Employment Relations Act 2000) and therefore will apply where the Company has entered into a contract or arrangement under which its business (or part of it) is to be undertaken by another person or entity, or where the Company's business (or part of it) is to be sold or transferred to another person or entity.

11.2 In the event of such a restructuring affecting your position, the Company shall, as soon as is reasonably practicable, taking into account the commercial and confidentiality requirements of the business, commence negotiations with the other party involved in the restructuring (Other Party) concerning the impact of the restructuring on you.

11.3 The general process the Company will follow in such negotiations with the Other Party, to the extent that it relates to affected employees, will include:

11.3.1 advising you of intended timeframes for relevant meetings (if any) in the restructuring process;

11.3.2 letting you know what will generally be discussed in any such meetings; and

11.3.3 reporting back on outcomes of any such meetings with the Other Party to the extent that they relate to you.

11.4 In those negotiations, the Company will, subject to any statutory, commercial confidence or privacy issues, provide the Other Party with all information about the employees who will be affected by the restructuring (including you), including all details of their terms and conditions of employment, and it will encourage the Other Party to offer all affected employees, employment on the same or generally no less favourable terms and conditions of employment  than they currently enjoy with the Company.

11.5 However, whether the Other Party offers you ongoing employment and on what terms and conditions, will ultimately be the decision of that Other Party.  

11.6 If you are not offered employment with the Other Party, the Company will meet with you to discuss:

11.6.1 Whether there are any options available for you to remain in employment with the Company; and/or

11.6.2 Your redundancy entitlements (if any) under this Agreement what this could mean for you, including notice arrangements.

12. Suspension

Where the Company considers it necessary, it may require you to undertake reduced or alternative duties consistent with your abilities or remain away from work, on pay.  Where any suspension extends beyond two weeks due to matters beyond the Company's control (such as a police investigation into your conduct) the suspension may continue without pay.

13. Commissions

You must not receive any payment, fee, gratuity, commission or other benefit (i.e. incentive or gift) other than from the Company in payment for any matter or thing connected with your duties, except with the prior written consent of the Company.

14. Confidentiality

You agree to maintain strict confidentiality with respect to the services and duties performed for the Company.  You will not disclose to any person, firm, corporation or entity, any trade information acquired through the Company including, but not limited to, computer programme, software, forms and documents, training manuals and techniques, products, services, the identities of the current, past and prospective customers, prices charged by the Company, marketing and sales plans, financial information and any other information and intellectual property both during the term of this Agreement and after its termination.

15. Equipment and Clothing
15.1 The Company may provide you with any equipment necessary to perform your duties under this Agreement (Equipment).

15.2 Equipment includes allocated clothing provided to you to undertake your duties in the course of your employment.  

15.3 You agree to take all reasonable care to keep the Equipment in good order and to return any Equipment provided to you upon termination of your employment in reasonable condition, save fair wear and tear. The cost of any Equipment not returned will be deducted from your final pay unless agreed otherwise.
15.4 All Equipment provided must be used/worn in the specified manner for which it is provided.

16. Return of Company Property

All documents, precedents, Company software and other materials (whether relating to the business of the Company or its clients and customers and including copies of such materials) supplied to you or otherwise acquired by you in the course of your employment with the Company are the property of the Company and must be returned upon termination of employment.

17. Proprietary Rights

17.1 All ideas, concepts, copyright, inventions, patents, trade marks or other products or processes developed or created either in whole or in part by you arising from or in connection with the activities of the Company shall be the sole property of the Company.

17.2 You agree to irrevocably and unconditionally waive any and all moral rights in relation to any material produced pursuant to this Agreement.

17.3 You agree to do all things and execute all documents reasonably required by the Company to perfect the ownership or waiver of any intellectual property, including anything reasonably required to register the intellectual property in any intellectual property registry or anything to assist the Company's successors to do so, even after termination of this Agreement.

18. Conflict of Interest

18.1 You will be expected to devote your full time and energies to this position and for this reason, together with a need to protect the Company's commercial interests, you will not be permitted to engage in any other business or outside activities (other than incidental investments which do not present any actual or potential conflict) without the Company's prior written consent.  This is because engaging in other businesses or activities may, without limitation:

18.1.1 Create a risk of disclosure of the Company's commercially sensitive information; [and/or]

18.1.2 Put the Company's intellectual property at risk; [and/or]

18.1.3 Reflect adversely on the Company's commercial reputation; [and/or]

18.1.4 Either indirectly or directly, create a real conflict of interest that cannot be managed without restricting your secondary employment; [and/or]

18.1.5 Impact on your ability to safely and effectively perform your full-time role with the Company (including the requirement to work reasonable additional hours as outlined above).
18.2 You agree not to enter into any contracts, business interests and/or activities which may conflict in any way with the interests of the Company and your responsibilities to it, or reflect adversely on the Company's business or its public perception.

18.3 You agree to immediately advise the Company if an immediate family member, partner, friend or close business associate is or becomes employed by a competitor or potential competitor of the Company.

19. Employee Representations

19.1 You warrant that all representations made by you, whether orally or in writing, as to your qualifications and experience in applying for this position are true, correct and complete.
19.2 You also warrant that you have not deliberately failed to disclose any matter that may have materially influenced the Company's decision to employ you.

20. Company Policy

The Company has and will continue to develop policies on matters such as disciplinary procedures, privacy, health and safety and the like.  You must ensure that you know the policies on these matters and observe them strictly at all times.  The Company reserves the right to amend all or any of the policies from time to time at its discretion on reasonable notice to you.

21. Health and Safety

You are required to comply with the Company's health and safety rules and procedures and in particular, to take all reasonably practicable steps to ensure your own fitness for work and safety and the safety of others in the place of work.  You are required to ensure you maintain your ability to perform your duties safely and effectively.  You must advise the Company of any medical condition (including stress-related symptoms) which may impact on your ability to perform your duties safely or effectively.  In the event that you fail to comply with the rules and procedures, you may be subject to disciplinary action up to and including dismissal.  These procedures are explained in the attached document (Appendix C).  These procedures may be updated or amended at the Company's discretion on reasonable notice to you.

22. Code of Conduct

You are required to comply with the Company's code of conduct (“Code”). In the event that you fail to comply with this Code, you may be subject to disciplinary action up to and including dismissal. The Code is detailed in the attached document (Appendix D).  This Code may be updated or amended at the Company's discretion on reasonable notice to you.
23. Medical Examination

23.1 You agree that the Company may, at its expense, require you to undergo a medical examination by a registered medical practitioner or practitioners nominated by the Company (after the Company has considered your wishes in respect of the appointment of the registered medical practitioner) and a copy of any medical report furnished by such medical practitioner shall be available to both parties.  For the avoidance of doubt, the Company may exercise this right for the purposes of: 

(a)
determining whether granting you ongoing sick leave is appropriate; 

(b)
determining whether your employment should be terminated for incapacity; 

(c)
assessing your fitness for work and/or return to work after a period of sick leave;  

(d)
obtaining a second opinion where you have provided a medical certificate/report; and/or

(e)
assess your health for insurance purposes.

24. Privacy

24.1 The Company may collect and retain personal information relating to your employment directly from you or any third party.  

24.2 Under the Privacy Act 2020, you have rights and obligations and in particular rights of access to, and correction of, personal information (except insofar as it relates to any exemption provided by the Act).

24.3 The Company may, from time to time, share personal information about you (including his/her duties and salary details) with third parties.  This is for the purposes of undertaking a job sizing analysis, and for any other directly related purposes in connection with which the information was obtained.  Your personal information will at all times be treated strictly confidentially and in accordance with the Privacy Act 2020.

24.4 The Company may transfer personal information about you to its parent and/or related entities to increase efficiencies in its human resources systems and/or for other operational purposes. 
25. Employment Problems

If you have any problems in relation to any aspect of your employment with the Company, then you should raise these with your manager.  If you and your  manager and you cannot resolve the matter, you are entitled to use the procedure set out in the Employment Relations Act for the resolution of employment relationship problems.  These procedures are explained in the attached document (Appendix E).  You have 90 days from the date an instance occurs or comes to your attention to raise any personal grievance with the Company.

26. Modification or Variation

This Agreement represents a full record of the Agreement entered into between you and the Company and any changes or additions to this Agreement will need to be mutually agreed in writing.

27. Completeness

This Agreement replaces all previous written or oral agreements and understandings.

Please signify your acceptance of employment with the Company on the foregoing terms and conditions by signing the form of acceptance below and returning it to us.

Yours sincerely

Company Name
Name of Company Representative
Position of Company Representative
I, [Name] acknowledge that:

(a) All representations, whether oral or in writing, made by me when applying for this position about my qualifications and experience are true and correct.

(b) I have not deliberately failed to disclose any matter which may have materially influenced the Company's decision to employ me.

(c) I have been informed about my entitlements under the Holidays Act 2003 and my ability to obtain further information in regard to those entitlements from the Ministry of Business, Innovation and Employment or my union (if I am a member).

(d) I have been advised to seek independent advice about the terms of this offer and I have had sufficient time to do so.  In accepting this offer I have not relied on the advice of the Company or any of its representatives about what these terms mean.

[Name]
Date
Appendix A

Job Description
[INSTRUCTION – Insert or attach Job Description labelled Appendix A]
Appendix B
The Holidays Act 2003

The Holidays Act 2003 sets out minimum entitlements to annual leave, public holidays, sick leave and bereavement leave.  A summary of the Act's key entitlements is set out below. This summary is based on the current provisions of the Act, and your entitlements may change if the Act is amended.  The provisions in your employment agreement may improve upon these minimum entitlements set out in the Act.  If you would like further information about the Holidays Act you can contact the Ministry of Business, Innovation and Employment which offers free information:

· 0800 20 90 20 or www.employment.govt.nz/er; or

· your union (if you are a member), an advocate or a lawyer.

Annual Leave

· Employees are entitled to a minimum of four weeks' annual holidays after the first year of continuous employment.  

· Payment for an employee's annual holidays will be made at the greater of an employee's ordinary weekly pay at the time the holiday is taken or their average weekly earnings over the twelve month period before the annual holiday is taken.

· Annual leave is to be taken at agreed times.  If agreement cannot be reached the employer can set the time for the leave, on 14 days' notice.

Public Holidays

· Employees are entitled to a paid day off on a public holiday provided that day would otherwise be a working day for them.  The day off will be paid at the "relevant daily pay" rate (i.e. the amount the employee would have received if they had worked their usual hours that day including regular productivity, commission and overtime payments).

· If an employee is required to work on a public holiday they are entitled to time and a half their relevant daily rate for all hours worked on that day.  The employee will also be entitled to a full paid day off as an alternative holiday, paid at their "relevant daily pay", if the public holiday would otherwise be a working day.

· If it is not possible or practicable to determine an employee's "relevant daily pay", or their daily pay varies within the pay period when the public holiday or alternative holiday falls, the employee will be paid for the public holiday or alternative holiday at their "average daily pay" rate.

· The alternative holiday must be taken by agreement with the employer.  If no agreement can be reached, the Employer may direct the employee to take the alternative holiday on 14 days' notice.  If the alternative holiday is not taken within 12 months the employee may request to cash it up.

· All public holidays are celebrated on the day on which they fall, except the public holidays over Christmas and the New Year and Waitangi and Anzac days which have special arrangements, namely:

· if the holiday falls on the weekend and the employee does not normally work on the weekend, the holiday is transferred to the following Monday/Tuesday so that the employee still gets a paid day off; or

· if the holiday falls on the weekend and the employee does not normally work on the weekend, the holiday is transferred to the following Monday/Tuesday so that the employee still gets a paid day off; or

· if the holiday falls on a Saturday or Sunday and the employee normally works on that day then the holiday remains at the traditional day and the employee is entitled to that day off on pay.

For Waitangi Day and ANZAC Day:

· if the holiday falls on the weekend and you do not normally work on the weekend, the holiday is transferred to the following Monday so that you still get a paid day off; or

· if the holiday falls on a Saturday or Sunday and you normally work on that day then the holiday remains at the traditional day and you are entitled to that day off on pay.  

Easter Sunday is not a Public Holiday

For the avoidance of doubt, Easter Sunday is not a public holiday under the Holidays Act 2003. However, we are unable to open on Easter Sunday due to liquor licensing legislation.  Therefore you will not be required to work on Easter Sunday and you will not be entitled to any payment for that day.

Sick and Bereavement Leave

· Employees are entitled to five days' sick leave per annum: 

· after six months' continuous service; or

· if they have worked on average 10 plus hours per week including at least one hour every week or 40 hours per month, over the last six months.

· Unused sick leave of up to 15 days may be carried over to the following year, providing up to a maximum entitlement of 20 days in any year. 

· Employees will not have sick leave debited if they are on their first week, or weekly, compensation from ACC for a work-related injury.

· Employees are entitled to three days' bereavement leave for the death of an immediate family member.

· Employees may also be entitled to one day's bereavement leave on the death of other persons, depending on a range of factors including the closeness of the association.

· Sick and bereavement leave is paid at the "relevant daily pay" rate.  If it is not possible or practicable to determine the employee's "relevant daily pay", or their daily pay varies within the pay period when the sick or bereavement leave is taken, the employee will be paid for the leave at their "average daily pay" rate.

· If employees exhaust their entitlement to sick leave or bereavement leave they may take annual leave, provided they have the prior agreement of their employer.

· 
You may be required to provide a medical certificate in any of the following circumstances:


(a)
after you have taken three consecutive calendar days of sick leave; or


(b)at any time provided you are informed as soon as possible that a medical certificate is required, in which case we will meet your reasonable expenses in obtaining the medical certificate; or


(c)
where you are taking sick leave in excess of your statutory entitlement.

Family Violence Leave

· You are entitled to ten days’ family violence leave per annum:

(a) after six months' continuous service; or
(b) if you have worked on average 10 plus hours per week including at least one hour every week or 40 hours per month, over the last six months.

· If you have exhausted your entitlement to family violence leave you may take annual leave, provided you have the prior agreement of your employer.

· You may be required to provide proof that you are a person affected by family violence, examples of proof include:

(a) letter or email about what’s going on and how it affects the employee from either a:
· support organisation – for example, a family violence support service or Oranga Tamariki;
· support person
(b) report from a doctor or nurse
(c) report from a school
(d) a declaration – a letter of evidence witnessed by an authorised person just like a justice of the peace
(e) any court or police documents about the family violence.

If you do not provide proof, without a reasonable excuse, you will not be paid family violence leave until you provide proof.
Appendix C

Health & Safety

These Health and Safety rules may be amended by the Company from time to time on reasonable notice to you.

Meal Breaks 
The Employee shall be entitled to the following paid rest breaks and unpaid meal breaks:

· one paid 10-minute rest break if their work period is between two and four hours; 

· one paid 10-minute rest break and one unpaid 30-minute meal break if their work period is between four and six hours; 

· two paid 10-minute rest breaks and one unpaid 30-minute meal break if their work period is between six and eight hours. 

If more than an eight hour period is worked, these requirements automatically extend to cover the additional hours on the same basis.

The shift supervisor will advise you when to take your breaks.

Cell Phones and Portable Music Devices with headphones
Cell phones and Portable Music Devices with headphones are not to be used during work time unless you are on a break.  Cell phones are to be kept in the locker room and not on your person.

Supervisors, at the discretion of the General Manager, may carry a cell phone on their person solely for work purposes.
VDU and work-station requirements 
If the Employee will be using a computer as part of their job, the Employer and Employee shall consult about the hazards represented by the equipment and the work environment to ensure that both parties have regard to the recommendations set out in the Ministry of Business, Innovation and Employment (MBIE) Approved Code for the Safe Use of Visual Display Units. 

Chemical Use 
As part of the Employee's job, the Employee will come into contact with chemicals for time to time.  The Employer shall provide appropriate equipment, information and training for dealing with the chemicals in question.  The Employee shall take all reasonable precautions at all times when dealing with chemicals to ensure that safe and appropriate practices are followed.  In addition, the Employee shall comply with all health and safety directions and policies of the Employer. 

Fermentation Tanks

The bi-product of fermentation is carbon dioxide which can cause unconsciousness and even death.  The Employee shall take care when entering the fermentation tanks and if you start feeling dizzy or lightheaded, you must leave the tank area immediately.  

Lifting 
Because manual handling tasks are a significant part of the Employee's job, the Employer and Employee shall consult about the hazards represented by the tasks, to ensure that both parties have regard to the recommendations set out in the MBIE Approved Code for Manual Handling. 

Drug Testing 
Where the Employer has reasonable grounds for suspecting that the Employee is under the influence of illegal drugs while at work, the Employer may require the Employee to undergo a non-intrusive drug test (a urine test) which will be conducted by a registered medical professional.  The testing process followed will be such as to ensure a safe and accurate test.

In deciding whether to conduct a test the Employer shall have regard for any comment by the Employee. On receipt of a positive test the Employer shall discuss the results with the Employee and take into consideration any explanation received before any outcome is decided upon. A positive test result may lead to disciplinary action up to and including summary dismissal.

Use of Internet and Email 
The Employee may have access to email and the Internet in the course of their employment.  The Employee shall ensure that at all times their use of the email and Internet facilities at work meets the ethical and social standards of the workplace.  No personal use is acceptable to the Employer.  The Employee shall also comply with all email and Internet policies issued by the Employer from time to time. 

Personal Visitors
Personal visitors must not access the manufacturing area.  If you have permission from Management for a visitor to enter the manufacturing area, they must sign in at reception and wear safety glasses and follow the Health and Safety Procedure.

Medication
Employees must advise their Supervisor or Manager should you be required to take any medication.  Medicines which are required by the Employee to be in proximity to the user should be kept on the individual and not be stored in production or food preparation areas.  
Use of Company Vehicles including Forklifts
 Employees using Company Vehicles must: 
· hold a valid license for that vehicle;
· not have consumed drugs or alcohol prior to driving (zero alcohol and drug tolerance);
· fill-in office car booking log (if applicable);
· complete mileage form in vehicle (if applicable)
· abide by related Company policies; and
· strictly adhere to ALL road rules.

Employees shall be personally liable for negligent acts (accidents, theft from non-locked car etc.), and payment of fines for traffic related  infringements (including parking and speeding fines).

Appendix D
Code of Conduct
[INSTRUCTION:  If your Company has its own Code of Conduct include that here and remove below text.] 

This Code establishes the standards of behaviour expected when working at the Company.  The principles in the Code describe the conduct expected by all employees (permanent, casual or contractor) at all times as a representative of our Company.

Professionalism
All employees must always act in an ethical and professional manner.  Maintaining professionalism fosters and preserves our reputation as individuals and as a company.  Any compromise in this principle may result in loss of respect and confidence of our fellow colleagues, customers, business partners or key stake holders.  For example, the ways we fulfil this responsibility include:

· Take responsibility and be accountable for the decisions and actions we make in performing our duties, take pride in our work with an aim to achieve flawless execution

· Pursuit of excellence as we strive to achieve the highest quality, most effective and efficient, and innovative application of task execution in our workplace

· Maintain and strive to improve our skills, knowledge and competencies required in our roles

· Clearly communicate mutual intentions and expectations, make and meet commitments
· Make it easy to work with us and excel at providing exceptional levels of customer service experience and satisfaction 

· Continuously learn, develop and improve; leverage our successes and learn from our mistakes

· Constructively confront and solve problems

· Committed and value diversity, fairness and equal employment opportunities

· Do not tolerate bullying or harassment (including offensive language) or unlawful discrimination

· Do not initiate or perpetuate rumours.

Honesty and Integrity
All employees must always act with honesty and integrity in all dealings and do what we think is right at all times, within our business.  Any compromise in this principle may result in reputational damage, loss of respect and confidence of our fellow colleagues, customers, business partners or key stake holders.  For example, the ways we achieve honesty and integrity in our actions include:

· We do not tolerate dishonest behaviour by our fellow colleagues, customers or business partners

· We will be open and direct, and manage performance fairly and equitably

· We abide by all terms and conditions of employment, company policies and management directives or instructions

· We take responsibility and are accountable for all company resources and property used in the performance of our duties.

· We do not use company or customer information, property or resources for our own benefit.

Teamwork & Inclusion
We work together as a team and treat each other with respect and dignity at all times, promoting an environment that enables our whole team to reach our potential and achieve our business goals and objectives.  
Working in an environment free of prejudice and discrimination helps everyone be their best and benefits our people and our business.  
For example, the ways we promote teamwork and inclusivity include:

· We foster innovative and creative thinking.
· We all take responsibility for creating an inclusive environment where we can bring our best selves to work.

· We commit to fair and equitable polices and processes for all our people. 

· We support building our team with people with diverse talents, perspectives and experiences because this creates better experiences internally and connects us with our customers. 
· We take responsibility for the accurate and timely completion of assigned tasks.
· We share the workload and make value added contribution to our business, including going the extra mile to complete tasks when required

· We assist fellow colleagues where possible.
· We maintain and update related role based processes and supporting procedures to ensure everyone understand what and how to undertake tasks.
· We propose constructive ideas with proposed solutions to problems, engage in positive debate, look for innovative ideas, and are willing to listen to each other’s views but accept and support the ultimate business decisions reached.
· We will take pride in our workplace, celebrate success and have fun.
Conflicts of Interest
Managing conflict of interest is key to maintaining our customer and business partner loyalty and building business trust.  A conflict of interest occurs where an employee has a personal or professional interest sufficient to influence the objective performance of their duties and responsibilities to our company.  For example, the ways we manage conflicts include:

· We do not participate in activities that involve a conflict between our duties and responsibilities, or which re prejudicial to our business.

· We do not put ourselves in a position of conflict with the best interests of our customers or business partners or a position which unfairly puts the interests of one customer above another’s, regardless of the nature or size of their relationship with us, be it personal or business

· We do not participate in business activities outside our employment at [Company] without the prior approval of Management, or when it could adversely affect our ability to carry out our duties and responsibilities to our company

· We do not solicit, accept or offer money, gifts, products, favours or entertainment which might influence, or might appear to influence, our business judgement.

Community
Uphold [Company] commitment of good citizenship while pursuing our business objectives.  For example, the ways we uphold this commitment include:

· Involve ourselves in and strive to make a positive contribution to the local community

· Consider the broader impact of our decisions on our fellow colleagues, customers, business partners community and environment

· Act fairly and reasonably towards our current and potential customers and business partners in a consistent and ethical manner.

Governance
All employees must comply with the laws and regulations of the land we live in and understand violations of these laws and regulations can have serious and adverse consequences for our business and for individual employees.  For example, the ways we respect the law and act accordingly include:

· Understand and act within our authority

· Respect the customs and business practices of our customers and business partners but do not compromise the principles embodied in this Code

· Discharge our authority to review and sign documents on behalf of our company responsibly.  Our signature indicates that we have understood the nature of the document being signed

· Respect the property rights of others

· Abide by this Code and its principles

· Notify our Manager immediately of any breach of the law, regulations, company policies or this Code by anyone in the course of their employment, as any breach may result in disciplinary action.
Appendix E 

	Resolving Employment Relationship Problems

We aim to provide a fair workplace for you.  At times you may have concerns about your employment and how you are being treated.  We would like you to talk to us if this happens.

If we cannot resolve matters between us, you can get outside help.  We have set out the services available to you for resolving employment relationship problems.

What is an employment relationship problem?

An employment relationship problem includes a personal grievance, dispute or other problem relating to your employment relationship with us.  If you have a personal grievance you have 90 days in which to raise it with us.

Who can help you with an employment relationship problem?

To help you solve your employment relationship problem you can contact:

Within your workplace

· Your manager/supervisor or their manager;

· Your Human Resources personnel.

Outside your workplace

If matters cannot be resolved internally or you wish to seek outside assistance, you may contact the following:
-
the Ministry of Business, Innovation and Employment on 0800 20 90 20 

-        www.employment.govt.nz/er;

-
a union or an advocate;

-
a lawyer.

The Ministry of Business, Innovation and Employment (MBIE) offers free information and has a free mediation service which can provide assistance to help us work together to resolve the problem.

Mediation Services

If we cannot resolve your employment relationship problem between us then either or both of us may request help from MBIE.

MBIE provides mediation services which may include:
· information about rights and obligations;

· information about services;

· assistance in resolving problems; and

· fixing new terms of employment.

Problem not resolved at mediation
If we cannot resolve the problem at mediation you can refer it to Employment Relations Authority.
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