……………..(Company Name)……………..
STAFF HANDBOOK

…………….(Company Name)………………..
STAFF HANDBOOK
XE "INTRODUCTION"

XE "MISSION"Introduction

Welcome to …………….(Company Name)………………..

Working at …(Company Name)….involves a special mix of individual efforts that create a unique team environment in which to advance your career and the objectives of …(Company Name)….in serving our …..(i.e. clients, customers, members)…...  This handbook tells you about working at …(Company Name)….and about the policies and rules that help everyone work together.  These are common rules which apply to everyone.  It is my hope that by using this book and by taking advantage of the career opportunities we have, that the team approach can become enhanced by your contribution.  

It is very important that you be able to work in the team environment that exists at …(Company Name)…..  We are a small team and the ability to get along with each other and understand the common goals of each other and the organisation is vital to our success.  We aim to provide quality service to our members and customers and can only do that successfully if we all work as a team.  

This handbook forms part of your individual conditions of work as well as a day to day reference to our staff policies.  You can use it as a constant reference, however, please always discuss any issues with your supervisor.  

The information in this booklet, particularly policies, will change from time to time as circumstances require and you will be notified of any changes, however, please stay in touch with your supervisor to make sure you are up to date.  

…………………………..

(name of company director, CEO, managing director)

………………………………..

 (Company Name)
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XE "SECTION 1"SECTION 1

YOUR XE "CONDITIONS OF EMPLOYMENT"CONDITIONS OF EMPLOYMENT

The conditions of work that specifically apply to you are agreed in writing with you.  Generally, this is at the start of your employment although occasions may arise where you and the management agree to modify your individual conditions.  In any event, your conditions of employment, which apply generally to all our employees, are those contained in this section as well as any other individually agreed arrangements, such as pay and leave. 

The conditions in this section apply to all staff and form part of your conditions of employment.  

Where XE "CONDITIONS OF EMPLOYMENT:changes"changes are envisaged that will affect you personally, your agreement will be sought to the proposed change.  This will not apply to matters of general policy.  

…(Company Name)….is an equal opportunity employer.  This means that its staff policies are directed towards fair and equal treatment of staff over positions, promotions, training and development opportunities.   

XE "DUTIES"DUTIES

Duties are generally allocated to you at the time you start work.  It may be necessary over the passage of time to alter your duties.  It is expected that if any alterations are generally compatible with your work and you have the skills to undertake the work, that you will take a flexible and reasonable approach in such an event.  On any change that is proposed, you will be consulted with and any suggestion or other proposal you may have will be taken fully into account.  You will not receive substantial permanent changes to your duties without your agreement.  

At times you may be asked to do short-term work that is not specified in your job description.  In keeping with the team approach at …(Company Name)…., you will be expected to assist.  

Punctuality is important as you are working with a team who rely on you to be at work when they are.  All staff are expected to be at work and ready to start work on time.  

Quality of the service delivered to our members is very important to the continued success of …(Company Name)…..  You will receive instruction regarding the quality standards required in your job.  If you become concerned at the quality standard at any time, you should discuss it with your manager or supervisor.  

XE "LOCATION"LOCATION

…(Company Name)….conducts its business and operations from its Offices at ……(address)…………..

XE "PAY"PAY

Pay is normally made on …(day i.e Monday and frequency i.e weekly/fortnightly)……..  Pay is calculated from ………(time i.e. Thursday to Friday of each week of the fortnight)…………  On commencement of employment, you are asked to furnish details so that your pay can be credited to your bank (max 3 sub-accounts).  You have the right to change the direct credit authority to another bank at any stage with proper written notice.  

All wage-paid employees must have time - sheets ready for input no later than ….(time i.e 9.00 a.m. day i.e. Friday of the second week of the fortnight)…...  Time sheets must be properly completed, accurate signed off and authorised by your supervisor / manager.  

If you are paid wages, overtime must be approved before it is worked.  Salaried workers do not receive extra pay for extra time worked and are not expected to complete time sheets unless specifically requested.  

XE "PAY:deductions "Deductions (max 2) have to be authorised in writing for payroll to action them.  At any stage you can amend or cancel the authority, but you should provide notice of the request at least one pay period before it is to take effect.  When you leave employment, any monies owed to …(Company Name)…., will be deducted from your final pay.  

Incidental XE "PAY:expenses"expenses that are reasonably incurred on …(Company Name)…., business will be reimbursed provided a Business Related Expense Re-imbursement Claim Form duly completed and authorised  is provided.  

Our policy on pay is to provide fair pay and recognition to reward individual skills and performance.  To do this, we need regular feedback by discussions with staff on performance, responsibility, knowledge and experience.  It is expected that XE "PAY:performance evaluations"performance evaluations will take place each year.  Any increase is generally awarded in the beginning of the year.  Increases are not automatic.  They are earned on performance merit and may take into account the economic circumstances of …(Company Name)…..  

The objective of the reviews is to help you establish what your progress is and how it is viewed, as well as to set goals for the immediate future.  

XE "HOURS OF WORK"HOURS OF WORK

The usual hours of work are from …(time)… to …(time)….,….(day)…. to …(day)…. Most staff are employed on this basis. However some variations do occur.  You should check your individual conditions for the times of work.  Some jobs have a requirement with them that the staff member be available for …..(extra activities i.e. XE "HOURS OF WORK:promotions"promotions)…. before or after the usual hours.  

Lunch breaks are for ….(time i.e. one hour and are unpaid time)….  Generally, the break will take place between…..(time)….., although this may vary depending on the requirements of the section that you are in.   

Overtime may be required on occasion.  Overtime is generally on a voluntary basis. However occasions may arise where the nature of the work is such that overtime becomes compulsory.  It is expected that any compulsory situations will be few but if they arise, then you are expected to work.  

XE "PUBLIC HOLIDAYS"PUBLIC HOLIDAYS

Under the Holidays Act 2003 the following days are Public Holidays: Christmas Day, Boxing Day, New Year’s Day, 2nd January, the Anniversary of the Province, Waitangi Day, Anzac Day, Good Friday, Easter Monday, Queens Birthday and Labour Day.  In relation to Christmas Day, Boxing Day, New Year’s day and 2 January, should these fall on a weekend the holiday will be transferred to the following Monday or Tuesday. All other Public Holidays are celebrated on the day on which they fall.   

If you work on the day nominated as the public holiday, you will be paid a time and a half for the time worked and another equivalent day will be provided for you to take off on another occasion.  This replacement equivalent day will be agreed where possible between …(Company Name)…..  and yourself. Should you take this replacement equivalent day off and it is the day you would normally have worked, you will be paid according to your relevant daily pay for that particular day. 

XE "LEAVE"LEAVE

Leave is provided in accordance with the provisions of the Holidays Act 2003.  This gives three weeks paid annual leave for staff who have completed 12 months service.  

After…(number).. years current continuous service, an XE "LEAVE:extra week"extra week is added to XE "LEAVE:annual"annual leave  on an annual basis.  This may be taken in conjunction with annual leave and is calculated as annual leave but is not annual leave as provided under the Holiday Act 2003.  With the permission of …(Company Name)…..  , this extra week’s leave may be paid up in lieu of it not being taken.  

If you leave …(Company Name)…..  any monies owed will be deducted from your final salary. 

SICK  LEAVE

You are entitled to 5 days per year for sick leave. Sick leave may be used for your own XE "LEAVE:personal illness"personal illness, illness of your spouse or dependent. Under the Holidays Act 2003 there is a qualifying period of 6 months employment before you can access paid sick leave. Sick leave may be carried over to the following year. However it may only accumulate to a maximum of 20 days.

BEREAVEMENT LEAVE 

Bereavement leave is available to you in relation to the death of both an immediate family member and for bereavement outside the immediate family. You are entitled to 3 days paid leave for a bereavement in relation to your spouse, parent, child, grandparent, sibling or spouse’s parent. You are entitled to 1 day paid leave for a bereavement occurring outside the immediate family provided …(Company Name)…..  accepts that you have suffered a bereavement according to the factors stated in the Holidays Act 2003. …(Company Name)…..  has the right to ask you for reasonable evidence of the death e.g. a funeral notice. Exceptions or extra–ordinary circumstances must be approved and authorised by your manager or supervisor.

Any monies owing for excess leave granted and paid will be deducted from final pay when you leave …(Company Name)…..  

XE "ABSENCES"ABSENCES

An absence for personal illness or other reason should be XE "ABSENCES:reporting policy"reported on the first day of the absence.  …(Company Name)…..   policy is that you phone in to your supervisor as soon as possible, before the start of your day’s work if it is appropriate, but no later than 2 hours after the normal start time.  

If you wish to claim sick leave, you may be asked to provide a doctor’s certificate.   

XE "TRAINING"TRAINING

…(Company Name)…..  will provide you with training to assist you to do your job more efficiently and to improve your skill level.  Training is generally in-house and on-the-job, although it may be necessary to undergo external training from time to time.  

If you wish to undertake external training on your own initiative, you are encouraged to talk to your manager to discuss its applicability.  

XE "HEALTH & SAFETY"HEALTH & SAFETY

XE "HEALTH & SAFETY:Smoking"Smoking is not permitted on …(Company Name)…..   premises or in …(Company Name)…..   cars.  This is to enhance the health of non-smoking staff and to encourage those who do smoke to reduce or give up smoking.  Staff who wish to smoke should do so only during a break.  

Work safety is enhanced if your work area is kept clean and tidy.  …(Company Name)…..  has a desire to ensure that your work place is as hazard-free as possible.  If you identify a XE "HEALTH & SAFETY:hazards"hazard at work, it should be reported to a supervisor as soon as possible.  

If you have an XE "HEALTH & SAFETY:Smoking"accident at work you must report it to your supervisor as soon as possible.  Your supervisor will record the details in an accident register.  If you are claiming Accident Compensation, you must submit your medical certificates and the  ACC acceptance of your claim.                   







It is your responsibility to ensure that you receive a certificate each time you visit 


doctor, hospital or clinic for treatment.  If the accident is not reported on the day it

occurs, …(Company Name)…..  may not accept liability for any subsequent ACC claim.  

If you suffer from an on-going illness or injury which interferes with you doing your normal work or prevents you from working, …(Company Name)…..  reserves the right to terminate your employment.  

XE "DRESS STANDARD"DRESS STANDARD

You are expected to present yourself for work each day in clean, neat and tidy clothing, which is appropriate for the work you are doing.  

XE "SECONDARY EMPLOYMENT"SECONDARY EMPLOYMENT

Secondary employment is permitted provided it does not interfere with your ability to perform your duties for …(Company Name)…..  .  

XE "PARENTAL LEAVE"PARENTAL LEAVE

Leave is granted to employees under the provisions of the Parental Leave Employment Protection Act 1987.  In general, to access this unpaid leave, you must have at least twelve months service with …(Company Name)…..  at the date at which the birth of the child is expected and be working at least 10 hours per week.  The advice in this section is for guidance only.  In all cases if you are anticipating taking parental leave, the provisions of the Act will apply over the guidelines expressed here.  

Parental leave includes both maternity and paternity leave.  Maternity leave is unpaid leave of up to 14 weeks and is taken when the baby is due.  Leave can be started up to 6 weeks in advance of the expected date of birth.  Paternity leave is unpaid leave of up to two weeks to the male partner about the time of birth or adoption.  Extended leave of up to 52 weeks, including the parental leave already taken, is available to either partner to care for the child.  

If you intend to take parental leave you should discuss it with your supervisor and notify …(Company Name)…..  in writing at least three months in advance of the expected date of birth or 14 days in advance of adoption.  

Once the notice has been received, …(Company Name)…..  will write back and advise if the job can be kept open.  In most cases, with the possible exception of the most specialised jobs, the job will be able to be kept open, although a temporary worker may be hired to cover you during the anticipated leave period.  

When you intend to return to work, you should give at least 21 days of written notice to the Chamber of your intention to return.  

…(Company Name)…..   XE "VEHICLES"VEHICLES

…(Company Name)…..   vehicles can only be used with the prior permission of the …(Company Name)…..  .  You must have a valid driver’s licence if you are using a …(Company Name)…..  .  If you drive a …(Company Name)…..   vehicle in an unsafe way which has the potential to cause harm or damage  either to yourself or someone else or to property, you may be dismissed.  

Driving a …(Company Name)…..   vehicle after consuming alcohol is strictly forbidden.  If you cause damage in these circumstances, you will be required to pay for the repair or replacement of the vehicle as …(Company Name)…..   insurance is invalidated in these conditions.  Accepting this responsibility is a condition of the use of any …(Company Name)…..   vehicle.  

If you are involved in an accident, you must report it and any injury as soon as practicably possible to …(Company Name)…..  .  …(Company Name)…..  carries insurance for damage to vehicles and a full report will be required.  Any fines incurred as a result of your driving or use of the vehicle are your responsibility and not …(Company Name)…..  

NOTICE

Proper notice must be given by either you or …(Company Name)…..  . The only exception to this is if you are dismissed for serious misconduct.  If the  proper notice period is not given in a resignation, then you will forfeit the equivalent amount of wages.  Likewise, if …(Company Name)…..  gives you notice and does not wish you to work it out, then it will pay for the balance of the unworked period.  Your individual employment agreement will specify the amount of notice that applies to you.  

It is likely that after a resignation has been received, an exit interview will be conducted regarding the work experience you have had with us.  This is designed to give us feedback so that your work experiences can assist in the employment of future staff. 

XE "VEHICLES"TERMINATION

Termination of employment can be carried out by …(Company Name)…..  for reasons of continued poor performance, gross negligence, misconduct or gross misconduct.  As well, termination may be the result of redundancy or other justifiable cause.  

XE "TERMINATION:performance"performance standards are critical to the organisation’s success.  If your personal performance falls below the accepted standard, you will be given counselling and support to help you reach the desired standard.  If, after a reasonable time, that standard has not been reached, a warning that your employment is at risk may follow.  

The length of time given to improve may vary depending on the nature of the improvement needed, but in general will be at least two weeks.  Within that time, you will be reviewed regarding progress and feedback will be provided.                                                                                                                                A further final written warning may follow if significant improvement is not made within the time limit.  
                    

As a final option, dismissal will be considered after the counselling and warnings have failed to improve the performance to the necessary standard.  


In any case of poor performance …(Company Name)…..  will discuss the job with the employee and try to reach agreement regarding the standards required and what needs to be done to reach those standards.  …(Company Name)…..  has the right to set reasonable standards for all jobs.  

XE "TERMINATION:Misconduct"Misconduct is the term used to describe behaviour which is inconsistent with  

commonly accepted standards of behaviour at work.  Warnings will follow the misconduct if appropriate.  If the misconduct is serious, …(Company Name)…..  is entitled to instantly dismiss without giving notice.  In such an instance, you may be suspended whilst an investigation is carried out.  

If any allegation of misconduct is made, you will be asked to provide a full explanation which …(Company Name)…..  will investigate, if necessary, in order to make an informed decision on whether or not disciplinary action should follow.  On the first occasion of non-serious misconduct, a verbal warning that your employment is in jeopardy will be given.  A second occasion may lead to a final written warning.  Dismissal will follow a third misconduct.  

XE "TERMINATION:Misconduct"Warnings may arise from different situations but will still be taken into account when considering dismissal.  Warnings will remain valid for 12 months after they are issued. 

Examples of misconduct and serious misconduct are shown below.  This is not intended to be an exhaustive list.  

XE "TERMINATION:Misconduct"Misconduct

-
Unauthorised absence from work, or lateness in arriving at work.  

-
Using abusive language which causes offence to another person.  

-
Misuse or negligence which results in damage to equipment or property. 

-
Reporting for work in a condition of intoxication by alcohol or drugs which prevents, in the opinion of management, the performance of normal duties adequately or safely. 

-
Not making proper use of safety equipment provided.  

XE "TERMINATION:Serious misconduct"Serious misconduct

-
Breach of confidential information requirements.  

- 
Wilful damage of …(Company Name)…..  property.

- 
Unauthorised possession of …(Company Name)…..  property or taking …(Company Name)…..   property from the premises without authority.  

-
Refusing to obey lawful instructions or leaving the job without permission.  

-
Bringing drugs (except as prescribed by a doctor) or alcohol onto …(Company Name)…..   premises without management consent.  Also the unauthorised consumption of alcohol or drugs on …(Company Name)…..   property.  

Any employee who feels that a disciplinary process has been carried out unfairly has the right of appeal to the ……(title i.e. owner/managing director/CEO)…. of …(Company Name)…..  .  

The ……(title i.e. owner/managing director/CEO)…. will review the grounds for the action and may amend, revoke or confirm the action taken. 






XE "TERMINATION:Abandonment of Employment"Abandonment of Employment occurs when you are absent from your job for at least three working days without notifying …(Company Name)…..   .  In that event, …(Company Name)…..    has the right to regard your employment as terminated by yourself.  If you are unable to report your absence because of hospitalisation or the like, then you will be reinstated if it is reasonably practicable to do so.  

XE "TERMINATION:Abandonment of Employment"Redundancy occurs when employment is terminated by …(Company Name)….., the termination being attributable, wholly or mainly, to the fact that the position filled by the employee is, or will become, superfluous to the needs of …(Company Name)…..   

…(Company Name)…..   will consult with the employees likely to be affected regarding alternatives to redundancy.  Alternatives may include redeployment or retraining.   If there are no viable alternatives, …(Company Name)…..   may give notice of the termination of employment without the payment of compensation for the loss of the job.  

XE "CONFIDENTIALITY"CONFIDENTIALITY

As an employee of …(Company Name)…..   , you may obtain knowledge during your employment that is confidential to …(Company Name)…..   and its …..(clients, customers, members)…..  Examples of this are: marketing strategies; financial information not in the public domain; information supplied to …(Company Name)…..   by its …..(clients, customers, members)…...  This list does not cover all situations and if you are in doubt as to the confidential nature of anything, you should check first.  

Your obligation to confidentiality applies both during your employment and after it ends.  

Confidentiality is regarded as a fundamental condition of employment.  Breaches of confidentiality will be treated very seriously and may lead to dismissal in some cases. 

XE "PERSONAL GRIEVANCES"PERSONAL GRIEVANCES & XE "DISPUTES"DISPUTES

Personal grievances and disputes are defined in the Employment Relations Act.  

…(Company Name)…..   believes that rapid resolution of personal grievances is important and accordingly is prepared to bring in a private, professional mediator or arbitrator to allow this to happen.  The cost of the mediator or arbitrator is borne by …(Company Name)…..     

In any dispute or personal grievance, it is essential that …(Company Name)…..   be given an opportunity to address the grievance before it is taken to mediation or arbitration.  

The procedure which is applied to personal grievances and disputes is: 

“Any personal grievance or dispute relating to the interpretation, application or operation of this employment contract which is otherwise unresolved, shall be resolved through the XE "PERSONAL GRIEVANCES:Mediation or Arbitration Rules"Mediation or Arbitration Rules of the Institute of Employment Arbitrators and Mediators Inc. or any successor.  

The parties agree to accept an agreement reached at mediation or the arbitrator’s 

award(s) as final and binding. The above procedures shall be used exclusively and 

no claims or actions shall be commenced before the Employment Tribunal or Employment Court or at common law.”  

The above clause for private mediation and arbitration has been provided by the Institute of Employment Arbitrators and Mediators Inc. as a means to resolve personal grievances or disputes between employers and employees.  

The Mediation and Arbitration Rules and Code of Ethics of the Institute are available from the Institute whose address is:  P.O. Box 2117, Auckland 1.  The phone number of the Secretary is Auckland 358 1947.  

XE "SECTION 2"SECTION 2

This section discusses policies and procedures.  

XE "SECTION 2"INDUCTION

An induction process is designed to allow you to fit in comfortably with other staff and to introduce you to the requirements of your job.  

Induction is undertaken by a work colleague who may or may not be a supervisor.  You will be shown the layout of the work area, introduced to your colleagues and have any special requirements explained to you.  During the initial month or so of your work, you will receive feedback from your supervisor on an informal, but reasonably regular basis.  This is also the opportunity for you to discuss problems you are having on the job.  

XE "SECTION 2"PERSONAL DETAILS

You will be asked to supply minimal details to …(Company Name)…..   when you start work.  The information required is so …(Company Name)…..   can contact you away from work if necessary. You must also supply another contact for any emergency that arises as well as having details for IRD needs.  Details you are asked for are name, address, phone number, (also for next of kin), IRD details.

XE "SECTION 2"CAR PARKING

Parking is provided on-site at the…..(office location)….premises.  …(Company Name)…..   accepts no liability or responsibility for the safety or security of any private vehicle.  

XE "SECTION 2"PERSONAL PROPERTY

…(Company Name)…..   does not accept responsibility for any personal property which is lost or damaged at work.  You should ensure that your property is looked after.  It is recommended that you carry your own insurance, as …(Company Name)…..   insurance does not cover the personal effects of its employees.  

XE "SECTION 2"JURY SERVICE

If you are required to serve on a jury, you will receive your ordinary pay up to 5 days in any one year.  This is conditional on you returning any allowances paid to you by the Court (except reimbursing payments such as transport) to …(Company Name)…..   .  

You must provide the summons requiring you to attend as a juror.  In the event that you are not selected as a juror, then you must return to work as soon as possible in order to be paid for your attendance at the Court.  

STAFF HANDBOOK

…(Company Name)…..   

PERSONAL DETAILS

NAME OF EMPLOYEE……………………………………………………………………...

ADDRESS:

   ……………………………………………………………………….

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

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



PHONE:                     ……………………………………………………………………….

Conditions and terms of this Handbook have been read, understood and accepted.

Signed by ......................………………


Date:............………………….

(Employee)

Signed by ......................………………


Date:............………………….

(Employer)


