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Have a safe and relaxing Christmas, and an abundant New Year!

We're closing our doors on [closing date] and will reopen in the New Year on [opening date]. Thank you for all your
support this year — we appreciate you!

Whether you're seeking extra staff to cover the Christmas rush, wanting to avoid paperwork mishaps and breaches of the
Holidays Act 2003, or looking to refine your onboarding experience, we've got you covered in our final issue for 2021.

Summer staff generation: Anything else keeping you up at night? pg. 3
a how-to guide pg. 2

Onboarding: how to do it right in 2022 pg. 4
Five steps to seamless hiring in 2022 pg. 2

Five things all employers should consider
Drawing up a new staff contract in early December pg. 4
this summer? pg. 3

Key tax dates pg. 4

Find us at: 268 Broadway Avenue, Palmerston North

CONTACT OUR TEAM Phone: 06 357 0083

Email: info@pearce.co.nz



Five steps to seamless hiring in 2022
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https://www.sjs.co.nz/
https://www.newkiwis.co.nz/employers

Drawing up a new staff contract this summer?
Comply with the law to stay out of hot water

Anything else keeping you up
at night?

If you're facing operational issues, tackling people
challenges, or have health and safety questions, get
free support and advice from the COVID-19 Business
Helpline: North Island: 0800 500 362 and South
Island: 0800 505 096.

Heading into the Christmas rush, it can be easy to miss something in your new staff members’ contracts. To ensure your
employees are treated fairly and according to the law, follow these three key rules.

1. All employees must have a signed employment agreement before they start work.

e Give new employees time (three to five days) to read, understand and ask questions before they sign the contract.

e The contract must include certain clauses, including the type of employment (fixed-term, casual, or permanent), duties,
pay, and other benefits, the place and hours of work, how problems can be resolved, etc.

e Use templates in New Zealand Workforce Manager or an Employment Agreement Builder to help you put together a legal
employment contract. It covers what you must do by law and sets out common mistakes made by employers and how to
avoid them. It takes about 30 minutes to complete, and you can save it part way through.

2. All employees have minimum rights that are set out in law, including:

e Minimum wage: Employees must be paid at least the minimum wage; the current adult minimum rate is $20 per hour.

e Public holidays: Unless written in the contract, employees don't have to work on public holidays. If they work on a public
holiday, they must be paid time and a half, plus if it is a normal workday for them, they also get an alternative day off.

e Health and safety: Employers must provide appropriate training and information for workers so that they can work safely.

3. Employee work hours must follow the legal rules.

e Work activities paid for by the employer also include before and/or after-hours tasks, such as team meetings, opening and
closing the business, cleaning and tidying up, on-the-job training, and product familiarisation.

e It is illegal for employers to offer employees zero work hours and expect employees to be available without reasonable
compensation.

e Work hours must include proper rest and meal breaks. For example, an employer who works an eight-hour shift gets two
paid rest breaks and one unpaid meal break.
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https://www.wolterskluwer.com/en-nz/solutions/cch-intelliconnect-apac/workforce-manager
https://eab.business.govt.nz/employmentagreementbuilder/startscreen/

Onboarding: how to do it right in 2022

Keeping staff can be just as tricky as finding them. So, how do you
ensure newcomers feel informed and welcomed from the get-go?
Create a memorable welcome pack as part of your onboarding
experience. This could include:

Welcome letter. This is your chance to communicate your culture,
what employees like about working for you, and what the company’s
goals are.

All the paperwork. Include a list of team members (roles and
responsibilities), health and safety requirements, equipment,
systems, etc.

Employee handbook. Give them an overview of your dress code,
work hours, vehicle allocation, health and safety procedures, etc.

Ongoing training. Staff will be more likely to stay if they can see
you're investing in their career development. Showcase the
professional development and training opportunities available.

Mentorship. Matching new employees with an established member
of staff helps create an instant bond and gives them one point of
contact for questions or concerns.

Personal Q&A. It's important to get to know your new staff member
so ask them to fill out a brief questionnaire about themselves. It
could inspire their 2022 Christmas gift!

A personalised gift. Put a spin on your welcome pack by including
some company swag or a pot plant.

Onboarding survey. How did their first day go? Did they leave
feeling confident in their new role? A quick survey makes your new
hire feel heard plus you'll gain feedback on your onboarding process.

Five things all employers should
consider in early December

Taking time out over the summer? You can have an
‘annual closedown’ for your whole business or part of it but
give employees at least 14 days’ notice in writing. You can ask
staff to take their existing annual leave. If they don't have
leave left, they can take leave without pay or you can both
agree to them taking annual leave in advance.

Need employees to work the public holidays? The only
way you can make employees work on a public holiday is if it
falls on a day they normally work, and the requirement to work
on the public holiday must be included in their employment
agreement.

Know how much you need to pay them? If the public
holiday falls on the day they would normally work, you pay
them time and a half and give them a paid day off. If the
holiday doesn't fall on a day they normally work, you pay them
time and a half.

Employees asking to cash up? Staff can cash up up to one
week of their minimum four weeks’ annual holidays in any
entitlement year if you're okay with it. If not, you must decline
in writing (but you don't have to give a reason).

Need to modify an employment agreement? There are
rules to follow, so head to Employment New Zealand or New
Zealand Workforce Manager.

.
S
o A 5
- =
R ‘(‘\ P \) =
A 7,

KEY TAX DATES — DECEMBER 2021

Date Category Description

6 December  PAYE
payday.

Large employers returns for November. File employment information within two working days after

20 December NRWT / Approved Payment and return for November.

Issuer Levy

And don’t forget about GST, PAYE and provisional tax falling due from 17 January in the new year!

Disclaimer: This publication has been carefully prepared, but it has been written in general terms only.
The publication should not be relied upon to provide specific information without also obtaining appropriate
professional advice after detailed examination of your particular situation.
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